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Exclusive interview with Kennedy’s new automation director 
What they said at NOMA: first summary of important papers 
Mail room equipment survey; modern mail room methods 
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From microfilm to an 18’x 24” print 
...1N seconds and on ordinary paper! 


You can have a dry, positive, 18’’x 24” 
engineering print in seconds and on 
ordinary paper with the new 1824 
Printer. 

This remarkable machine, which 
requires no exposure settings or other 
adjustments, reproduces from a mi- 
crofilm aperture card, making 18’’x24” 
prints—or smaller—at extremely low 
cost. It also copies onto vellum or off- 
set paper masters. 

Operation is automatic. Prints 
ready for immediate use emerge as 
fast as four a minute. 

The quality of reproduction is su- 
perb. Images are sharp black-on-white 
and won’t rub off. There is no odor, 


no waste, and the finished print may 
be written on with pen or pencil. 
Regardless of your engineering- 
drawing-reproduction needs, you can 
now enjoy the tremendous savings in 
time, money, space, and materials of 
your own unitized microfilm system. 
Formerly, such economies required 
a substantial reproduction need. To- 
day, however, the 1824 Printer offers 
the same proportionate benefits to 
small-volume users as to large. No 
need now for vast files of engineering 
drawings. Microfilm aperture cards 
require only a fraction of the storage 
space rquired for other reproducibles. 
No more costly waiting for prints, 


(Circle No. 51 on Reader Inquiry Card) 


SIMPLE AS A:B:C 
® 


_> 


pb 


A. Operator inserts mi- 
crofilm aperture card. 


B. Next, inserts sheet ot 
ordinary paper, vellum, 
or offset paper master. 
Insertion starts auto- 
matic printing and proc- 
essing cycle. 


C. First print is auto- 
matically delivered in 30 
seconds; subsequent 
prints (of the same or 
different drawings) 
every 15 seconds. 


which—made by an 1824 Printer— } 
are so inexpensive your engineers can 
discard them after use. 
Write today for our free 1824 book- } 
let giving the full benefits you can ex- | 
pect from an 1824 Printer. XEROX 
CorPorATION (formerly Haloid Xerox 
Inc.) 61-246X Haloid St., Rochester 
3, N. Y. Branch offices in principal 
U.S. and Canadian cities. Overseas: 
Rank-Xerox Ltd., London. 


EROX 


CORPORATION, 
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THE BEST 
COMMUNICATIONS 
IN THE WORLD 
CAN’T HELP 

YOUR BUSINESS 
IF YOU 

DON’T KNOW 
ABOUT THEM 


This man can bring you the whole story! 


He’s one of our Communications Consultants. 
He brings “‘ideas.”’ 


He shows businesses, both large and small, 
how Bell System communications can help 
them reduce paperwork, save time, cut costs, 
keep customers happy, boost sales and profits. 


He’s done it for hundreds of firms— 

and he ean do it for yours. 

He’s trained to analyze business operations 
and to find better, more profitable ways 

to use modern communications. 

He’s backed by Bell Telephone Laboratories, 
world renowned for communications research. 
He can help your business—and his counsel 

is yours without cost or obligation. 

Just call your Bell Telephone Business Office 
and ask for a Communications Consultant. 


BELL 
TELEPHONE 
SYSTEM 


The one source for all business communications 
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5 WAYS THE MOORE MAN CAN GIVE YOU A HAND 


He can help you protect profits with a system that’s 
foolproof. This will prevent needless writing, mistakes 
and delays...simplify steps, save time, clerical effort 
and costs... improve work flow and, all in all, help you 
gain in 1. Control, 2. Speed, 3. System, 4. Savings, 5. Sim- 
plification. Build control with Moore Business Forms. 


| MOORE BUSINESS FORMS 


Moore Business Forms, Inc. + Niagara Falls, N.Y. » Park Ridge, Ill. » Denton, Tex. + Emeryville, Calif. Over 300 offices and factories in North America. 


An extra ‘employee’ working for you—Which forms should’ 
you have? The Moore man isn’t limited—he can furnish 
any forms construction. He knows systems and data 
processing equipment. He’s backed by Moore’s research 
teams who are now designing the forms of the future. 
And he has Moore’s plants strategically located near you. 
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dministrative | 
anagement 


Kennedy’s automation “‘doctor”’ 


Administrative Management incorporates the 
following magazines, with their date of 
founding: Office Management, 1940; Amer- 2 2 : : 
ican Business, 1930; System, 1900; and Busi- Does he have the power to put his recommendations into practice? 
ness Equipment Topics, 1905. 


New director asks management's cooperation. But question looms: 


By Larston D. Farrar 13 
Published Monthly by 


GEYER-McALLISTER PUBLICATIONS 


Andrew Geyer-McAllister, Inc., Est. 1877 Six ste s to clerical efficien 
212 Fifth Ave., New York 10, N. Y. P ciency 


MUrray Hill 9-4411 


Begin by spotting the one-third of effort 
PUBLISHER 


Donald McAllister which is wasted in the “average” office job 
EDITOR By E. Duncan MacKenzie 20 
Walter A. Kleinschrod 
MANAGING EDITOR . 
John Allan Rhea Data processing for small and 
wero a medium-size business ... No. 8 
= a Photocopying is data processing, too 26 
illiam 4 


Donald De Fina 
Florence Fiorino 


ADVERTISING DIRECTOR Rising costs challenge office manager 
John M. Smythe 

ADVERTISING and PUBLICATION 

MANAGER By John Allan Rhea 30 


James E. Neary, Jr. 


Speakers urge job upgrading, use of new administrative techniques 


PROMOTION DIRECTOR 
a oe Automation in the office 

MIDWEST MANAGER ° . , 
i eR Philco 2400 system provides expansion 


ADVERTISING STAFE IBM adds COBOL to programming “package” for 1401 computer 39 
Fred Steinhilber 
Charles G. Kretschmar 


David Hanley New uses for familiar products: 
Robert J. Smythe 


Railroad uses tape recorder yreve ‘cidents 
sCUIKCTAdet MANAGER ses tap corder to prevent accidents 


James V. Quirk Steel company uses conveyor to speed orders 46 


ASSISTANT PRODUCTION MANAGER 
Milton Sharon 


ART DIRECTOR Office design 
Joseph Hochfeld 


CIRCUL I NAGE > or 
a? ae MANAGER By Walter Kleinschrod 50 


Is your office a glorified box? 


MEMBER: 


Audit Bureau of Circulations 


Tools of the office series 


As’ i ° ° ° P 
sociated Business Publications Mail room equipment: addressing, collating, 


postage, and related machines 


By John M. Sine 64 


Right to automate 
(Editorial) 86 


Chairman of the Board: M. A. Geyer; President: Donald McAllister; Senior Vice President: 
John M. Smythe; Vice-Presidents: Arthur P. Hibbard, James E. Neary, Jr., Fred G. Steinhilber, 


“i , Walter A. Kleinschrod; Controller: Arthur M. Spence BRANCH OFFICES: BOSTON (16): 419 
should ' A - " Boylston St. (Rm. 701), Kenmore 6-7333, Charies G. Kretschmar; CHICAGO (1): 228 N. La 
ish Ss the billion-dollar-a-vear com- Salle St., State 2-2911. Arthur Hutchison, David Hanley, Robert J. Smythe; LOS ANGELES 
furnis puter industry spews forth new (5): 740 S. Western Ave., Dunkirk 7-6149. Chris Dunkie & Associates, i A K. lander (Editorial 
d data electronic wonders for automat- Seeeavers SAN FRANCISCO (11). 420 Market St., Sutter 1-8854, Chris Dunkle & 
h ing human functions (shown on , ~ 
2searc this month's cover is the 1401 
future. assembly line at IBM's Endicott, Subscription: $4 a year in United States and in possessions, Canada, Mexico and Cuba. 
a. ¥.., plant), Washington of fi- Other countries, $9 a year. Single copies 45¢; Trends and Forecast Issue $1. Copyright 1961 by 
par you. cials desper aly »ek wy Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of Geyer’s Dealer Topics, Who 
peratety see wavs to - om nef > 
smooth the Arr ; . r Makes It and Where, and The Gift and Art Buyer. Please give 60 days notification of any change 
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| 


| Place: Conrad Hilton. 


| 


Mr. Roytype’s Got ’Em | 


The computer ribbons you need 


Whatever the make of your high speed data processing printers. . . 
whatever the jobs they’re assigned, Roytype can provide THE 
Ribbon. We make a full line of computer ribbons and, in addition, 
can produce the special ones you need for color, thermographic, diazo, 
offset or other applications. _| But all of Roytype’s computer ribbons 
are special. They have the strength to withstand breakage. They 
last a long time. || They give uniform printing performance, too, 
because Roytype has developed fast recovery inks to meet the chal- 
lenge of high speed printing. | | Ask Mr. Roytype to supply the right 
ribbon for your requirements. You save yourself time and money. Ask | 
Mr. Roytype to help you with other office supply requirements, too. 
His complete stock is at your command. 


ROYTYPE 


PRODUCT OF ROYAL McBEE CORPORATION, WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 
(Circle No. 40 on Reader Inquiry Card) 


A complete line of business supplies...expert help... 
and dependable service, too. 


‘ence, Lake Placid, N. Y., June 8-11, 
Sponsor: Controllers Institute of 


| Aug. 23-25. 


Sponsor: Association for Comput 


| Place: Statler-Hilton Hotel. 


Coming Events 


NAPA Convention and Inform. 
A-Show, Chicago, June 4-7. 
Sponsor: National Association of 

Purchasing Agents. 


Drawing Office Equipment and 
Materials Exhibition, London, Eng- 
land, June 5-8. 

Sponsor: UTP Exhibitions, Ltd. 


Place: Royal Horticultural Society 
Hall. 


CIA Northeastern Area Confer- 


America 
Place: Lake Placid Club. 


Eighth Annual Symposium on 
Computers and Data Processing, 
Estes Park, Colo., June 22, 23. 
Sponsor: Denver Research Institute. 
Place: Elkhorn Lodge. 

Association for Computing Ma- 


chinery Meeting, Princeton, N. J., 
June 23, 24. 


Sponsor: Applied Data PN 
Inc. 


Place: Princeton University. 
ASTM National Meeting, Atlan- | 

tic City, N. J., June 25-30. 

Sponsor: American Society lor Test: | 
ing Materials. 

Place: Chaltonte-Haddon Hall. 


NMAA National Conference, To- 
ronto, June 28-30. 
National Machine 

countants Association. 
Place: Royal York Hotel. 

CIA North Central Area Confer- 
ence, Hot Springs, Va., June 29-| 
July 1. 


Sponsor: 


Ac | 


Sponsor: 


, } 
Controllers Institute of | 
America. 
Place: Homestead. 
TIMS Eighth Annual Interna-| 


tional Meeting, Brussels, Belgium, 


Sponsors: The Institute of Manage- 
ment Sciences and International 
Statistical Institute and the Eco- 
nometric Society. 


Place: Palace of Congresses. 
ACM Annual Meeting, Los Ange: 
les, Sept. 6-8. 


ing Machinery. 
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PAPER PET 


outlook clear 
disposition sunny 
more than that 


she'll save you money 


Bring a kitten, goat or your favorite hamster to the office —the boss may 
pet 


et he'll welcome. Ozafax 120, the trim, t 
feceiving-paying cycle. N 


fix you with the evil eye. But here's one office 
able-top copier that puts money in the bank. By str 


arrowing your shipping-billing gap from 8 days to 2! Gett 
company saved $17,000... another $15,000... with fast. 
date, Ozafax handles other off 


eamlining your purchasing- 
INg your bills out, your money /n faster. One 
€rror-proof Ozalid billing. Besides g 
ice chores. Copies just about everything 


to 13 feet per minute 


etting and keeping billing up to 
reports, drawings. And fast... .up 


work for you. It's easy. Ozafax. si 
-..€an be bought, rented, lease 
plans. Write today for details and our booklet ‘Mone 

y 


Saving Ideas."" Ozalid, Dept. 123, Johnson City, N. Y. OZA = | | >) 


Ozafax 120. Billing Favorite. Lowest priced one step diazo copier WE REPEAT 
with automatic separation Simple, space-saving, dependable 


Remember: for best results from Ozalid Whiteprinters use © Pa v4 I | >) 
Ozalid Paper and Ozalid Supplies... we repeat; use Oczalid 


Paper and Ozalid Supplies 


letters, forms, r 
. Put this multi-purpose copier to 
and all other Ozalid machines 


d through six convenient 


DIVISION OF GENERAL ANILINE & FILM CORPORATION 
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= . Model 25-S 
@ It costs surprisingly little to make her valuable work a as illustrated with 


pleasure with this Cosco chair. She'll appreciate the conte 
generous proportions . . . the luxurious upholstery . . . z 
the handsome styling. Completely adjustable for pos- 
ture perfect.seating, too! Seat of dual-contour molded ($49.95 in Zone 2) 
foam rubber. Backrest foam-cushioned, upholstered 
front and back. 

Ask your Cosco dealer for a free 10-day trial in your mofetery, $42.98 (946.95 te Zone 2). 
office. A Cosco chair’s a fine way to say “job well done.” 


Find your COSCO Office Furniture dealer in yellow pages of phone book, 
or attach coupon to your letterhead. 


a ee ee Model 27-LA 
r 71 Conference 
HAMILTON COS<O, INC., Dept. AM-61, Columbus, Indiana hg 
| Write us for complete information on Cosco office | j ($43.95 in Zone 2) 
| furniture and new full-color catalog, or phone your | 
| nearby Cosco dealer listed in yellow pages. | ; 
WNINNNts tise tak nesicaistadcs sedate abteeadassannanaieuenseectelpautemeeicebedteaa eaeadieabtaieon Uj 
| By... | Model 28-TA 
| poe | Executive Chair 
ee a eae 
| (Please Print) | } $59.95* 
| Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. ] ($63.95 in Zone 2) 
Cee ee ee ee ae Ge ee cee ee ee oe es es ee ee ee ee ee ee ee ee ee ee ee 
*Models 27-LA and 28-TA are priced with all-Naugahyde upholstery, Zone 2: Texas and 11 western states. 
(Circle No. 23 on Reader Inquiry Card) 


This Month 


The Kennedy Administration is 
moving to study automation’s cl- 
fects on the nation’s labor force, re- 
ports Larston Farrar, dministra- 
tive Management's Washington cor- 
respondent. In an exclusive inter- 
view with Seymour Louis Wolfbein, 
who directs the new Office of Auto- 
mation and Manpower, Farrar un- 
covers the Administration's — ap- 
proach to the problem — examin- 
ation of evidence, development of 
programs for counseling and train- 
ing workers, and serving as a clear- 
inghouse for information. He also 
notes that Wolfbein’s role will be 
more that of a “doctor” than an all- 
powertul “czar.” .. . “Is yvour office 
operating at only 65 per cent effici- 
ency?” asks E. Duncan MacKenzie. 
The insurance executive oflers rem- 
edies in the form of guides for meas- 
uring clerical work ... The eighth 
article in the “Data processing for 
small business” series examines the 
role of photocopying in speeding 
orders at a shirt factory .. . Man- 
aging Editor John Rhea reports that 
mounting costs in the office occu- 
pied much of the delegates’ atten- 
tion at the 42nd NOMA convention 
at St. Louis. The second installment 
of the convention coverage will ap- 
pear next month . . . “Automation 
in the office’ contains two major 
new developments in the business 
data processing field—the introduc- 
tion of the expandable Philco 2400 
peripheral system and the creation 
of a significant programming “pack- 

for the IBM 1401 system... 
Iwo familiar products—tape recon d- 
ers and mechanical convevors—find 
new uses at two companies 
Administrative Management's new 
editor, Walter Kleinschrod, exam- 
ines the subject of ofhce walls— 
maintenance, murals, materials, 
partitions, and acousticy — in this 
month's “Office design” section . . . 
Kleinschrod, in the “With the 
editors” column, also shares his im- 
pressions of European industry al- 
ter returning from a tour of factor- 
ies in West Germany, Denmark, 
Sweden, and Britain... The mail 
room is the subject of the “Tools 
of the office” feature. Associate Edi- 
tor John Sine analyzes addressing, 
collating, postage, and related 
equipment in a comprehensive 
study. 
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Dennisow 
Famous as the first and finest... unmatched quality for over 117 years 


FRAMINGHAM, MASSACHUSETTS 
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| “NCR PAPER saves us its cost... 


find 


Seve Yr a 7 t i iaet e ~_ e AC h ye a r” — Dennison Manufacturing Company 


new Framingham, Mass. 
<am- 
} 


Is— 


als, 


“Our NCR Paper (No Carbon Required) sales order forms “We estimate the time savings and other advantages 

cost more than the forms with carbons we used previously. of NCR Paper have a money value that offsets the extra 
“However, the ease of handling and convenience of cost, many times over, and thus returns its annual cost 

this NCR Paper, plus its cleanliness, its time saving, and other several times each year.” 

| advantages, make it a worthwhile and profitable investment. 

aie “Our salesmen are unanimous in their approval of fe “Q Be, Ce 

the NCR Paper. They like it because it takes them less time . 

; im- to write and process orders. 

» al “They no longer have to worry about wrinkled carbons 

between copies, or disposing of used carbon sheets. With 

NCR Paper, originals and copies are picked up as complete 


Vice President 
Dennison Monufacturing Company 


ctor- 
vark, 


units. All this saves valuable time in writing orders and NCR PAPER 
mail enables our salesmen to devote more time to selling. 
ools 
oa _ ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER ELIMI NATES 
SING, | Another Money-Saving Product of 
ated 
nsive | THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio CARBON PAPER 
| 1039 OFFICES IN 121 COUNTRIES © 77 YEARS OF HELPING BUSINESS SAVE MONEY 
MENT JUNE 1961 (Circle No. 32 on Reader Inquiry Card) 
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* Quuamp nobly c-lecive" 


* Our rigid standards and scientific 
testing guarantee you the highest 
calibre personnel. 


EMPLOYERS 


company 


Find Us Fast in the 
Yellow Pages 


Offices Coast to Coast, Hawaii and Canada 


SECRETARIES FILING 
STENOGRAPHERS DATA PROCESS. 
TYPISTS KEY PUNCH 
DICTAPHONE GEN. OFFICE 
BUS. MACH. OPRS. INDEXING 
BOOKKEEPING INVOICING 
RECEPTIONISTS INVENTORY 
CASHIERS TAX WORK 
SWITCHBOARD TECHNICAL 
CLERKS EXECUTIVE 


OVERLOAD. 


,; EMPLOYERS OVERLOAD CO. 

; Foshay Tower, Mpls. 2, Minn. 

4 would like to know more about EO 
j temporary services. 

i 

1Name 

1 Address 

i 

iCity State 

1 
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IMPRESSIONS 


VISITING a foreign nation for a 
few days—or even hours—is obvi- 
ously no way to get to know the 
land and its people. But there's 
something to be said for fast im- 
pressions — for the contrasts and 
comparisons they permit — which 
longer visits in any one place might 
blur. 

I have just returned from a whirl- 
wind one-week tour of four Euro- 
pean nations, and some of the im- 
pressions gleaned on this swift 
journey are worth contrasting and 
comparing. 

Oddly enough, the sight that im- 
pressed me most was one I never 
had to leave Manhattan to see. It 
was the sight of workmen laboring 
in great excavations on main 
thoroughfares, behind signs whose 
native versions of “Dig We Must” 
apologized to motorists for the tral- 
fic jams they caused. 

You saw men digging in the 
throbbing German metropolis ot 
Frankfurt. You saw them digging 
in large Swedish cities like Malmo 
and in charming smaller towns like 
Nybro. Trying to cross Piccadilly 
at Hyde Park Corner makes you 
feel like an animal in a maze—a 
maze of steam shovels, barriers, 
vawning holes, hazards. Even the 
19th =Century grace of Copen- 
hagen’s Tivoli is shattered by blasts 
of nearby pneumatic drills, pulver- 
izing something old to make way 
for something new. 

Sull, you inquire: what is going 
on? The answers scarcely differ 
from those you get in New York. 
Or Chicago. Or Dallas, or Yankton, 
S. Dak. The city is growing. Offices 
are installing air conditioning. 


FROM ABROAD 


Companies are installing big elec- 
tronic computers; automating. All 
this requires more electricity, more 
water power. Dig we must to en- 
large the conduits which supply 
them. 

New sleek buildings thrust their 
Park Avenue silhouettes into vastly 
dissimilar places — in red-roofed 
German Dorfs no less than in grey 
British cities — but a_ fast-paced 
itinerary serves to accent similari- 
ties more than differences. The bill- 
boards in picturesque Heidelberg, 
announcing the opening of a mod- 
ern ofhce building in September 
(thev note that a few choice suites 
are still available) , seem not unlike 
the architectural renderings post- 
ered on bustling Oxford Street in 
London, telling of a similar civic 
improvement. 

Western Europe, in short, is 
booming. Prosperity is a_ visible 
thing in places which not too many 
years ago bore the deep marks of 
war's ruin. The administrative 
manager of a large steel fabricating 
company in Wurttemberg, showing 
a visitor whole floors filled with 
IBM data processing equipment 
which control inventory levels and 
orders for customers around the 
world, points out the window to 
factories which will soon be auto- 
mated from this same control cen- 
ter. “Our one problem is | man- 
power,” he says. “We cannot get 
enough — even with automation.” 
He tactfully avoids comparing his 
shortage with our labor surplus — 
but, nevertheless, it is a rather dis- 
turbing thought with which to re- 
turn to the States. 

-Walter A. Kleinschrod, editor 
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Keeping a 14,000-item catalog up-to-date — notifying 
salesmen and customers promptly of price changes 
and new products —is now a much easier job for Wesco 
Merchandise Co., Los Angeles. 


Name a household product—chances are Wesco 
sells it. Everything from toasters to toys, from novelties 
to watches. And every day, it seems, the mailman 
brings new folders, price lists and product sheets 
from manufacturers. 


This information must be condensed, art paste-ups 
made, and offset masters turned out. And _ here's 
where the Kodak Ektalith Method takes over. 


High-quality offset paper masters (for reduced, 
enlarged, or same-size copies) are produced in full 
room light with office camera and Ektalith Loader- 
Processor, which serves as a “desktop darkroom.” 


KOoOA K 


~EtTAH OC DO 


e 
} Fe tali th ... puts you ahead in offset duplicating 


Reduced-scale offset masters are made in less than 2 minutes with 
office camera and Kodak Ektalith Loader-Processor (shown above) 


Wholesale distributor improves catalog quality, gets 
offset masters twice as fast with Kodak Ektalith Method 


Just three simple steps: Expose ... Process . . . Transfer 
—and an offset master is ready for the duplicator in 
less than two minutes. No delays, as before, to remove 
shadow lines or background tone from plates. Also, a 
greater variety of work is handled—including solids, 
colors, halftones. In fact, no job need be sent “out- 
side’’—another important saving. 


Net result: Wesco improves catalog quality, lowers 
costs, and what’s all-important, it gets vital informa- 
tion to salesmen and customers faster! 


New free booklet shows in detail 
how you can save with Kodak 
Ektalith Method in office or dark- 
room. Write Eastman Kodak Com- 
pany, Photo Reproduction Products 
Division, Rochester 4, N. Y. 
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NOW! A LOW-COST WAY TO AUTOMATE MANAGEMENT CONTROLS 


KEYSORT*’ DATA PROCESSING 


Fast, accurate management controls are at your finger- 
tips with low-cost Keysort Data Processing. 

Keysort Data Processing is being used by hundreds of 
businesses for fast reports on inventory, order and sales 
analysis, job and labor costing, and other vital data in 
every phase of management control. 


Fits any size plant 
Keysort has many advantages. No restrictive proce- 
dures; minimum training, great economy, simplicity of 
installation and operation. In fact, Keysort is the only 
automated data processing system flexible enough to 
fit your business as it stands and as it grows. And at a 
cost well within your company’s budget. 


Cuts clerical work. 
With Keysort you use easy-to-handle punched cards— 


mechanically created for rapid sorting and classifica- 
tion. Figures are automatically tabulated, results sum- 
marized direct to reports, giving you the meaningful 
on-time information you need for complete control of 
your business and profits. 


Ask us for case histories 

Your Royal McBee Data Processing Systems Repre- 
sentative has had a wealth of experience in solving 
management control problems. Working with you, with 
your systems and procedure experts, he can offer help- 
ful advice about a low-cost Keysort system tailored to 
your individual requirements. Call him, or write us at 
Port Chester, N. Y.—indicating the applications in which 
you are interested—and we will be happy to supply you 
with case histories from our files. 


ROYAL MCBEE corporation 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


(Circle No. 38 on Reader Inquiry Card) 
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An exclusive interview with Seymour Louis Wolfbein— 


KENNEDY’S AUTOMATION “DOCTOR” 


New director asks management’s cooperation. But question looms: 
Does he have the power to put his recommendations into practice? 


By LARSTON D. FARRAR 
Administrative Management 
Washington Correspondent 


Another fundamental ingredient of a pro- 


gram to accelerate long-run economt 
growth is vigorous improvement in_ the 
quality of the nation’s human resources. 
Modern machines and advanced technology 
are not good enough unless they ave used 
by a labor force that is educated, skilled, 
and in good health. 


President Jolin FF. Kennedy 


THE man who is supposed to find a formula, discovei 
a vaccine, Or compound a prescription for the pain 


accompanying the inevitable changes wrought by 
automation can be found on the second floor—known 
as “Executive Row” —ol the huge Department of Labor 
Building in Washington. 

Seymour Louis Wolfbein, new director of the new 
Othce of Automation and Manpower, was singled out 
lor that post April 20, the day the office was created, 
by Secretary of Labor Arthur J]. Goldberg. 

In setting it up, Secretary Goldberg underscored 
the fact that one of the principal purposes of the 
Labor Department since its founding has been “to 
loster, promote and develop the wellare of the wage 
earners of the United States, to improve their working 
conditions, and to advance their opportunities for 
profitable employment.” 

“Automation and other technological developments 
have increased productivity and displaced workers,” 
Secretary “They also 


continued. have 


brought benefits to the economy.” 


Goldberg 


“The skills required of our manpower change as 
our technology changes. Automation and other tech- 
nological developments require greater skills from the 
labor force and displace those with lesser skills. These 
developments will accelerate in the vears ahead. They 
Will pose special problems for workers who suller un- 
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“Td like to be the one... who can 
develop what Secretary Goldberg 
calls an ‘early warning system’ that 
industry can use... to foresee the 
impact of automation so as to plan 
to soften its deleterious effect on 
workers.” 


—Seymour Louis Wolfbein 


Py. 
nie 
- _ i 
RCTIVITIVISS) (iV 
i } cig a q 
se: | : 
a SS f. 
ye <a 
ode 4 - 
se Ee 
ed bg 
} 9 \ 
} —— ee 2 
1 i —_—s * ei: Ns 
| 4 eee ' 
oil Be aed a) 
' , ¥ : am: 
—_ ‘ 4 } £ - | ae 
a _ a 
P | ore ¥ ay 
waa 8 || | 
@ Sa cy : . 3 aa 
=— ) lita 
. 5 ; - 2 i ee — Pa a a “ig 
oe ye aa 
ae Ee ie Se 3 . | ‘ * | a 4 
Pe S oor’ - , * . BAO 2 a e 
tS ’ - = res : > i 
S + a + ai ae 
: { » 2 : ¥ J ee : ; "1 
‘ * : . a ? o.oo \ i% Pe A © a 
2 4 he F ; ee “ . Bi. x 4 
2 Be ‘ + — _ 
Pa ie” ‘ ee a 
, see San sy ra : " rh ~ = re om 
ie ok 7 : 4 ; - Sines a ba 
me, f. : 3 nd ——=- ll i 
al- a bs : ao . el - aa . 
= "tie ij aig ; ra 3 ea e ii 
“9 re ae we ae B.S — oy = 
Ful ae a : ae : . Pec ee "ee 
: £ igi si e roa Fi ‘ e x ‘ a ‘an : d cea i; 
of a  . . ae : 
ust 7 ae a * et ae “cit ; 2 ae a 
Pigen ty ye es a Pts 
ay ? Pll aes jhe, 4 ~ " Be” id a fap Se a ' be 
$ " ig . * watt” — ‘ “a 
ng ~— 2 * -. in " 
to | 
q 
at ; § 
ich ee 3 
‘ou 4 
; 
i ‘ 
| | 
| 
: 5 
i . 
ON | es 
| 
ENT Pe 13 : 
‘ es 
be Ye é ea ae i eal aig SS " — a ——i oa aca A. i. |e ie a 
ae or ae _ oe gt TRI a... Sa ss = - a ee i 


WOLFBEIN continued 


Larston Farrar, Washington corres- 
pondent for Administrative Manage- 
ment, interviewed Dr. Wolfbein in his 
office at the Labor Department. Farrar 
is also the author of many books stem- 
ming from his Washington coverage. 


Dr. Wolfbein cannot 
be called automation “‘czar’’ 
since he has only advisory powers 


employment and must acquire new skills to meet 
changing manpower needs.” 

The Secretary, in establishing the new office, de- 
clared that it was designed to: 

1) Examine employment and unemployment by 
industry, occupation, and area; to examine current and 
anticipated technological changes, and all phases of 
technological unemployment. 

2) Develop programs for expanding and improving 
testing, counseling, training and placement of workers 
displaced by automation and other technological 
developments. 

3) Develop programs for expanding and improving 
testing, counseling, training and placement of workers 
entering or already in the labor force, in the light of 
changing demands resulting from automation and 
other technological developments. 

4) Serve as a clearinghouse for information dealing 
with various aspects of automation and technological 
development; conduct conferences with employers and 
workers affected by automation and other technol- 
ogical developments, and prepare appropriate litera- 
ture for distribution to interested persons and organi- 
zations. 

At first blush, some reporters were constrained to 
label Dr. Wolfbein “the new automation czar.” But 
closer study of his assigned duties indicates that his 
role will resemble more that of a physician, with duties 
closely prescribed by law, and his success (or failure) 
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“Automation ... holds the promise of a 
good society far beyond the dreams of 
our economists ... a half-century ago.” 


depending as much on his “patiewt”—the nation’s busi- 
ness community—as on any “remedy” Dr. Wolfbein 
might formulate. 

He cannot truly be called a “czar” because he has 
no authority to “knock heads together,” 
dustry to take his recommendations, or to exercise 


to force in- 


arbitrary power in any direction. Yet, in a_ sense, 
granted that his recommendations make sense to most 
officialdom, the power to see that the patient takes 
his medicine is implicit in the new ofhce which Dr. 
Wolfbein directs. 

““My work is cut out for me’’ 

For behind him in those recommendations, if they 
are valid, stands a Congress that may be willing to 
grant new legislation he may recommend, and beyond 
the Congress, there are labor leaders and their mil- 
lions of members, plus the members of the public 


fearful of the future, who will exercise the moral (and | 


political) pressures necessary to see that the patient 
does take his medicine. 

At 45, with black hair flecked with gray, Dr. Wolf- 
bein takes his responsibilities—but not himself—seri- 
ously. He says, with a smile, that he has been in Gov- 
ernment “forever” 


and he is well aware both of the | 


opportunities and the restraints his new post entails. 
As Deputy Assistant Secretary of Labor since May, | 


1959, an appointment which culminated almost two 
decades of work on subjects intimately connected with 
labor problems in Government, he has few illusions 
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“But we do not know what 
| really happens (under the im- 
| pact of automation). I’d like to 
find out.” 


“The lives of millions of people—each an in- 
dividual with all the hopes and fears of any 
human being—are tied up in finding the 
answer, or answers.” 


busi- about what he can, and cannot, do, under the specific “Business management, whether some business man- 
[bein authority granted in the directive issued by Secretary agers realize it or not (and I believe that many, per- 
Goldberg. haps most, of them do realize it), has a vital role to 
> has “My work is cut out for me,” he asserted briskly, play in this period of great stress in the world. By 
e in- shortly after he received the new appointment. “The cooperating with the Department of Labor on these 
‘rcise President and the Secretary of Labor are determined plans and projects, which will be formulated only 
ense, | that the Government shall be geared to meet the chal- after consultation with management and union tech- 
most | lenges of automation and the manpower problems nicians and leaders, business management will be 
takes which flow out of the changes. able to help us to develop the kind of society that will 
1 Dr. “IT view my new powers, such as they are, as a means keep our country in front of all the world as a model 
) by which the Department of Labor, through this new for swift industrial progress.” 
office, first, can enhance the work of existing, operating 
they bureaus which have to do with studies of automation “Management's role is a vital one” 
ig to and its impact upon people, and, second, to pull to- “It's a job for evervone of us—not just government, 
vond gether all the forces and facilities in the Department not just labor, not just business, and not just the pub- 
mil- which can be used to concentrate on this problem and lic. Management's role is a vital one and, depending 
ublic to find valid solutions for phases and facets of it. upon how management catches the vision, it can be 
(and “The success of whatever work we do in Govern- even more vital in the vears to come. 
tient ment, and of whatever programs we might formulate, “In order to do the job, I will be able to call on 
naturally must depend upon the manner in which other agencies already in existence. I do not contem- 
Wolf- responsible business management pitches in and co- plate any large staff for my office, for the job is more 
-seri- operates by making use of the management tools we one of coordination than of ‘empire building.’ I have 
Goy- | are striving to develop. no taste for empire-building, anyway. 
f the “The object of all our studies, and all our programs, “For example, there is the Division of Productivity 
tails. is to make available to industry a trained labor supply. and Technological Development, headed by Leon 
May, This is in the public interest, for a trained worker is Greenberg, with 50 employees. It will be working 
- two a valuable worker, valuable to the country, valuable closely with me. I expect to use the facilities of the 
with to his family, and, of course, valuable to the company Bureau of Apprenticeship and Training, and of the 
sions for which he works. Bureau of Labor Statistics, and the Division of Man- 
‘MENT JUNE 1961 
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eutend envelope lft... 


Envelope stocks that are prop- 
erly boxed (the Quality Park 
way) mean the last envelope out 
is as clean and fresh as the first. 
And that’s not all... 

Quality Park’s rigid containers 
have uniform, easy-to-read labels 
with stock numbers for simple 
inventory control and quick re- 
order. There’s a complete line 
of Quality Park Envelopes for 
you. See your dealer today... 
and make business life easier 
tomorrow. 


Quality luk 


MI Mpc ly 


A SUBSIDIARY OF STANDARD PACKAGING 
CORPORATION 


SOLD NATIONALLY THRU DEALERS 


2520 Como Ave., St. Paul 8, Minn. 
‘Chicago + Dallas 
Atlanta a 


Los Angeles 
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_Wolfbein will establish clearinghouse 


power—not to forget the vast facili- 
ties of the 1,800 local offices of the 
Bureau of Employment Security. 

“We will use caution in every 
recommendation. But we expect to 


_ cause a change—slightly in’ some 
| respects, more significantly in others 
| —in the direction of the course ol 


the Department of Labor—and, it 


| follows, the Federal Government— 


in meeting the challenge posed by 


| the Sixties now upon us.” 


To help make up his prescription 


| for the nation’s future, Dr. Wolf- 


bein says he will also use the enorm- 


| ous information-gathering facilities 


of the Department of Labor—and 


| cooperating agencies, public and 
private, 
_ learn: 


including industry to 


1) Exactly what 7s happening in 


' the field of automation. 


2) What impact the develop- 
ments are having upon the economy 
and upon the people in the econ- 
omy. 

3) What can be done, if anything 
can be done (and he is sure that 
there are many stratagems that can 
be adopted to assuage and temper 
automation’s impact), about what 
is happening. 


_ Communications to be used 


“We know some tentative facts 
about the challenges posed by auto- 
mation and the terrific productive 
thrust it is having in various seg- 
ments of our economy,” he points 


out. “Strictly speaking we have had 


automation since the ‘first’ indus- 
trial revolution began. But only in 
recent vears have its effects become 
as explosive as they are now becom- 


| ing, with relation to millions ol 


people involved. 

“Td like to be the one—or among 
the ones—who can develop what 
Secretary Goldberg calls an ‘early 
warning system’ that industry can 


| use, in all branches, to foresee the 


impact of automation so as to plan 


| to soften its deleterious effect on 


workers and to assuage the eco- 
nomic pain all along the line,” he 
declared, firmly. 

“We have, as noted, some ideas 
about what happens when the im- 
pact of automation is felt, but we 


do not know what really happens. 
I'd like to find out. The lives of | 
millions of people—each an indi- | 
vidual, with all the hopes and tears 
of any human being—are tied up in 
finding the answer, or answers.” 

A vital part of his duties, as he 
views his role, is to find out how to 
use communications to soften, or 
ameliorate, the harsher impacts of 
automation. 

“Automation has been felt most 
keenly in farming and in many a 
factory. Now, it is more and more 
felt in the ofhces of the nation, par- 
ticularly banks, insurance compan- 
ies, and those institutions which 
formerly hired thousands of work- 
ers for bookkeeping and other 
chores.” 

“Working with labor leaders and 
with industrial leaders, I teel that 
we can come up with procedures 
which will make it possible for our 
society to enjoy the benefits of 
automation without, simultaneous- 
ly, having to pay such a_ terrific 
price in the wrecking of lives, or a 
part of the lives, of so many mil- 
lions of individuals. 

“If, through this office, we can 
establish a clearinghouse by which 
the word can be spread in advance, 
as to which industries are going to 
be tceling the onslaught of automa- 
tion, perhaps we can formulate 
means by which the early warning 
can be given to all concerned. 

“Education—in all its phases—is 
vital, of course, for the more educa- 
tion a person has, the more apt he 
will be able to find himself a niche 
in this increasingly complex indus- 
trial machine represented by all the 
units of production and distribu- 
tion im Our society.” 

By communications—used in its 
broadest terms—Dr. Wolfbein feels 


that he and his associates “and all 
men of goodwill” can work with 
greater success to ameliorate the in- 
evitable economic upsets that fol- 
low in the wake of automation. 
There is, of course, no thought of 
“fighting the machine,” or stand- 
ing in the way of technological pro- 
gress in any direction. 

“Such change is absolutely vital 
for our existence,” he declared. 
“When we don’t grow, we're dead, 
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Globe-Wernicke 


11S. 
of | 
idi- | 
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National Cash Register’s special needs were filled by 
Globe-Wernicke standard equipment. Space -saving. 
triple-pedestal desks provide generous top and drawer 
space for two salesmen al the Brooklyn Branch Sales 
- office. G/W desks also serve in the Dayton home 

on 


. ol 


office as well as in many other NCR branches. Your 


“custom tastes.” too, can be satisfied by the flexibil- 


a ity of standard G/W equipment. 
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lared. BE-WERNICKE CO. Norwoo d, Cincinnati 12, Ohio 


dead, } , ‘ ;  - ; 
For literature contact your G/W dealer listed in Yellow Pages under “Office Furniture” or write Dept. G-6. 
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Beware: 
the 


competitor “ 


f - 


A competitor who, because he knows his costs .. . keeps his inventory at a 
minimum to free working capital for other uses... has up-to-the-minute 
information on production and other operations . . . enters and acknowledges 
customer orders swiftly ...has modern, fast, accurate paperwork proce- 
dures, can really make things tough. ™ If you suspect that your firm’s 
competitive position could be improved by overhauling the procedures in 
any of its operations, call in your Standard Register salesman. He can help 
you get more competitive fast, because he’s schooled and skilled in devising 
efficient paperwork systems and designing forms which get the most from 
them. ™ Pick a system, ask him to give you his improvement ideas and 
make your competitors beware of you. 


STANDARD REGISTER 
@ BUSINESS FORMS 
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Automation is challenge 


as everyone knows who has any idea 
of the nature of our competition, 
Besides, automation and_ techno- 
logical development hold the 
promise of a good society far be- 
yond the dreams of our economists 
of even a half-century ago. In these 
developments, and in the manner 
in which we use them, lie untold 
benefits and hitherto unbelieved 
progress for all our people. 

“The big reason | welcome this 
challenge is that it offers a way to 
help all our people to realize some 
of the fruits of the great progress 
which lies ahead, as well as_pro- 
tecting those who have enjoved the 
fruits of the progress of the past.” 

“Its a terrifically big problem, 
with incalculable angles and chal- 
lenges,” Dr. Wolfbein said matter- 
of-factly. “It will test the mettle ot 
all of us who are involved in any 
degree. I welcome the opportunity 
to be in the middle of it.” 


Wolfbein is Brooklynite 


Uncle Sam's “automation doctor” 
—if such he proves to be—was born 
in 1915 in Brooklyn, an area teem- 
ing with people and changes tor 
decades. His father was a garment 
worker and knew David Dubinsky, 
in those days working feverishly to 
organize and spread the influence 
of the International Ladies’ Gar- 
ment Workers Union. Within two 
wecks of the time he was appointed 
to his new post, Dr. Wolfbein was 
conferring with Mr. Dubinsky and 
other labor leaders at a conference 
in Washington, as part of his pre- 
paration to formulate his own work 
program. 

Young Wolfbein attended Co- 
lumbia University, where he. re- 
ceived his B.A., M.A., and Ph.D. 
degrees. 

He entered the Department of 
Labor in 1942 as Chief of the Oc- 
cupational Outlook Division. He 
served two years in the Army, re 
turning to his post in Labor. Later, 
he was promoted to the Chief of 
the Division of Manpower and Em- 
ployment of the Bureau of Labor 
Statistics, and, as noted, in 1959, 
was named Deputy Assistant Secre- 
tary of Labor. 
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NOW...you can 
‘office- produce’ 
work like this... 


ALL THE BEAUTY AND VERSATILITY OF Typesetting 
WITH THE SIMPLICITY AND ECONOMY OF Typewriting 


The many economical printing and duplicating methods 
available today .. . in both office duplicators and commercial 
presses ...need only paste-pot, scissors and imagination to 
provide a major portion of the daily printing requirements. 
TYPOGRAPHY ...once a serious deterrent to the full use 
of these processes ...is now made available in limitless 
supply and variety, at incomparably low cost and speed... 
by the VARITYPER Office Composing Machine. Whether 
you need a complex ruled form or columns of type matter for 
your catalog, your office typist will produce both on the 
VARITYPER Machine ...at her own desk. The forms will 
be complete...including the ruled lines (automatically 
ruled). The columns of type will have evened margins (also 
automatically achieved) just as in fine professional printing. 


HUNDREDS OF DIFFERENT TYPE STYLES 


Type fonts are instantly changeable with a choice that runs 
into many hundreds of different styles and sizes. You need 
only one VARITYPER machine for all your needs. Simply 
change the type... that's all! 


Varilyper 


OFFICE COMPOSING MACHINE 


... the machine 
with 1,000 faces 


This ‘Ad’ was prepared on the VARITYPER machine, shown above. Heads were photo-composed on the HEADLINER machine. 
POCSSSHSHSHSHHHSSHHSSSHHHEHSHSHHOHHHHEHHHSHHEHSEESOEEEHOEHOOEEEEEEEOEEEEEEEESESESS 


Varilyper L; orporation 


SUBSIDIARY OF ADDRESSOGRAPH - MULTIGRAPH CORPORATION 


720 FRELINGHUYSEN AVENUE » NEWARK12, NEW JERSEY 
JUNE 1961 


(Circle No. 48 on Reader Inquiry Card) 


go RO 
. 
Approved - Budert Purees 
a tee APPLICANT 


a «noun 
\ semen oF vee YOU WAVE P's, 
Fro Te 
from Te 
Fro Te 
fe 


- Te SPACES BELO® 
— — apPROPRIATE 9 — 
= GROUND BY CHECK U® = -_ 

—— +5 BACKG a 
pecicanT , 
2. snow 


wore: Ui 


SE OTHER 5! WHEREVER * yTiowal SPACE 15 REQUIRED 
Sipe WHERE eR a00 aL SPA s 


OVcaTE + 
ES TO INDICA : 
cx THE APPROPRIATE SPAKES IN RELATION \ 5 
3. PLEASE CHEC APPLICANT'S ABIL “iS \ 
RatTinG OF vE POSITIO \ 
your we ADMINISTRATIVE 
5 iN AD 


TO OTHER 


Section IV- 


ct 
Je Shooting nd to cone 
of Trowb’ quickly ® mt 
0. Mearns to locate matter ho’ 
. uble shooting 1% 4 equipment. MOO” seveloP 
The function of tro 4 failure of 4, faults will de 


the couse of foulty 

well equipment ** 

and failures wilt - 

eae ne trouble as a pee 
a oct re cogmezine am 

y) will a® 


Marine Supply © 


pnaree S— 


190 KEOCE wee 


Me 
1 
: [, yapanned 
Drop forged ster" peer » 2 
He. 104 ag iene name Fe 2 
wavy ANCHOR »=* nore * 
4 drop toraed 7 
sreet shank cen, Gill, REM o~— 
sng Du rt 
Lee. Ld om £08 par DANFORTH ANCHORS 
1 6 * 
=. eve eel as 
2 yon 
s 9 cre Tyce 12.88 
= 


La 
wor THILh UTILITY — 


to all 
members 

of the Sales 
D epartment 


all models trom 
i\\ be increosed 1" 
\st The ot- 


soched 1151199 © 
ports os ¥® . 
ers should know 4 
s of this bulletin ore 


for mor ling 


- tor 
Li 
Your custom 
Extra copie 
ovorlable 


focts 


“oe 2 z 
an INCREASE IN pRoF! 


An INCREA it ys NOT NY ESSARIL 
CREASE NCE eC SARILY 


Please send VARITYPER Book D-62 


aa 6 oe 
5) 
] — 
7, 
_ aX 
_ "4 ms 
= By. 
HUE : 
| hd i cd ; 
mae en ee L444 £ 
B._ Abslity to essume phe sa quae stall +++ + 70 | + 
D. Abaity to 0 —— all + \ a 
E. Productivenens ~ quel? nd yudgment ¢ - 
F_ Industry, roses? etuiness. * " 
e 1 ie 
| | " 
TIONS iar 
ENANCE INSTRUC 
OTING . 
TROUBLE SHO . 
% ~ oye \ . as 
cing the causes = : 
" oe 
; ae Q - 
| section 2 - anchors 
a a 
* 
ee ee ' 
| iv \ 14 
. 7 Pe e \ gq 
ap s — “= 
2 fal sat® | : 
; A se a 
co Ph 
e | 
‘sar, he 
= Po > ay oat, eo A100 16 alad» ne 
am... Me i — aa TT ¥ 
> = / yy) ae bis 
: = rT 1 ; 
=e 3 
; j { ee os 
y i — 7 
janet ; ~ vt . Shee — bs 
a el ee ve 
i lpeeeeenl? aie! - £ 
> m— thn ATs = ie 
Co- — > mn - Ore heen ses onenees | Sate prone tee ee tecen a 
2>hD. | RR SS — j wre on 0 ay a < 100s. 8 4 rate ean et Ot —— ie 
~ Mg pan chee saint Seecineaon wn att of owt 2 ends : 
= a a oa a te tee Tose. ete Oe Teg wattecte Per PF % 
i *reerruseese x - “7 
na — —— “ ' di : 
. Se ‘ i ss a a 7 i r 
a 
ee 
i . ; 
I Pn <auirmenan xPiad os sikeend aioesinbeuseauhssiiaeskbabedeausmeumeeieaias F. 
ONES tasescarcisatndsvseccusueederessiebecabisiutinecuaeanessoversenie ie 
i li i 
— ae. en eg iit Ket 3 i ees Sey, A oR ee ee O'S \ aa >! ee +) 


wa 


Is yours a “65 per cent” of fice? 


SIX STEPS TO CLERICAL EFFICIENCY 


Begin by spotting the one-third of effort wasted in “average” job 


By k. DUNCAN MacKENZIE 
Assistant Secretary 
Mutual Insurance Co., New York 


OFFICE EMPLOYEES without 
work standards, according to avail- 
able estimates, perform at about 65 
per cent efficiency. This is a gen- 
eralization, of course, since units 
under close supervision perform 
much better. 

Work standards, however, will in- 
crease the productivity of almost any 
office now working without them 
—regardless of the present efficiency 
of the unit. Since standards are 
important, how do you arrive at 
those that are fair, just, and accept- 
able to both employee and em- 
ployer? Because of this problem, it 
has been said about time study en- 


gineers that they “do not recognize 
the difference between efhciency 
and acceptability.” 

Time and motion study by a 
qualified observer with a stop watch 
is the method recommended by ex- 
perts in the field of office work 
measurement. Time allowances thus 
obtained are scientifically accurate 
and mathematically dependable. 
The same pundits are equally con- 
vinced that this is the poorest psv- 
chological method. A stop watch in 
an office will create hostilities that 
are impossible to mend. The need, 
then, is for a measurement method 
with some of the accuracy of time 
study and less of the unfavorable 
employee impact—yet a method easy 
to compute and develop. 

While much office work cannot 


be put on work standards, much of 
it can. Work that is repetitive and 
does not require investigation and 
reasoning on the part of the worker 
can be standardized. You are the 
best judge, but some ingenuity must 
be used. If a file clerk had to count 
the number of pieces of paper she 
filed, for example, the added work 
would not be worth the increased 
efficiency. In such a situation you 
could measure the filing in inches ol 
paper. 

These six steps can be used to 
set_up an office work standard: 


1. Select the individual type work 
and item that is to be placed on 
standards. 


2. Compute the number of work- 
ing minutes per dav. 


While the stop watch may be the most scientifically accurate measuring 
device of clerical productivity, it is the poorest psychological method. 
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3. ‘Time the selected work oper- 
ations. 


4. Allow the standard deductions 
lor personal time and fatigue. 


5. Equate the time per item to 
a 100 per cent scale. 


6. Develop a score sheet. 


These six steps can be put into 
operation in the following manner: 


Select the individual type work 
and item that is to be placed on 
standards. Although any endeavor 
can be placed on a_ performance 
standard, a standard that is not 
tight and meaningful is of little 
value. Therefore, the repetitive 
tasks that do not take too much 
time for completion per item are 
ideal. Dictaphone transcribing, pol- 
icy typing, tabulating card punch- 
ing, policy checking, letter writing, 
and filing are examples. If a finan 
cial report is to be typed and it 
takes an employee two full days 
of typing to complete it, however, 
this is a poor work unit to select. 
Instead, break the operation into 
units of work requiring less than 
10 minutes each. 


Don’t be discouraged 


Compute the number of working 
minutes in a day. This is a simple 
arithmetical problem = of subtract 
ing trom the total day the time 
that is allowed for rest periods and 
lunch periods. No allowances are 
made for personal time and fatigue; 
this will be done later. Assume work 
hours are from 9 a.m. to 5 p-m. 
with a one-hour lunch period and a 
15-minute rest period in the morn- 
ing and afternoon. “The computa- 
tions would be as follows: 


‘Total time ..... 480 minutes 
Less lunch ...... 60 minutes 
420 yninutes 
Less rest periods 30 minutes 


ME sects S Ses 390 minutes 


Time the selected work items. 
This is the most important step 
in the entire study. 

It is best to select a top per- 
former in the office to do the work. 
In this way, scores will finally be 
equated at a 100 per cent scale, 
which should mean perfection. Pos- 
sibly vou have a supervisor in the 
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Do not expect industrial manufacturing efficiency 


operation who can do the work as 
well as any of the individuals. If so, 
she should be vour test subject. 

Select work that will take more 
than an hour to complete. Of all 
the work, select a normal sampling 
of one type. In an insurance com- 
pany, for example, you could select 
all automobile policies. Among 
such a selection some will obvious- 
lv be longer than others, some will 
have longer or shorter names, some 
will have more or less typing. The 
first might take five minutes to tvpe, 
the next three, the next two, and 
the next ten. This is unimportant 
as long as it is a representative work 
load. 

Here is where most office admin- 


istrators become discouraged and 
say that standards cannot be applied 
to clerical work. They reason that it 
is too varied and that each task is of 
inconsistent duration. The complete 
standardization of an industrial op- 
eration in which the product and 
operation are always identical can- 
not be approached. Practical and 
workable standards can be devel- 
oped for the office if the method 
outlined is properly followed. 


No need for stop watch 


Put the test employee to work 
typing just one kind of item, such 
as automobile policies. Let her work 
on these for one hour. During this 


Can the output of these clerical workers be measured accurately? 
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hour observe her to satisly yourself 
that she is working at what you 
consider to be a normal pace—not 
too slow, or at a speed that she 
could not continue all day. A single 
hour’s test may not be enough de- 
pending on the time required for 
each operation or the number of 
items finished in one hour. If the 
same test is made by the same per- 
son for a number of days and the 
results are averaged, a proper and 
workable value can be obtained. 
You will find, however, a consider- 
able consistency between tests. A 
test period longer than one hour is 
not desirable since fatigue and pres- 
sure will begin to affect results. 

Do not expect industrial manu- 
facturing accuracy. You will not 
get it nor do you need it. The 
problem in industry is to make a 
product for a certain cost figure. 
The problem in the office should be 
the same, but since it cannot be 
measured, the true problem is to 
get a measurable full day’s work 
from each employee. 

A standard set in this manner 
has many advantages. It does not 
necessitate the application of ex- 
pertly determined time study fac- 
tors. A stop watch does not have 
to be used. The general routine 
need not be disturbed; the opera- 
tor will make the normal number 
of errors and corrections. She will 
also have to get her supplies. In 
short, anything that can lose time 
is built into the test. The only fac- 
tor that must be added is fatigue. 
In addition, all the work items do 
not have to be of the same size or 
time factor. It does not matter if 
one policy takes two minutes to 
type and the next five, since the ob- 
jective is an average figure. Scores 
will be kept on a broad enough base 
to arrive at a proper, fair score. 

Allow the standard deductions 
for personal time. The test em- 
ployee will work for an hour under 
normal conditions without inter- 
ruption. Obviously, she could not 
continue this pace for the entire 
day. In the repetitious work used 
in testing, workers get tired, bored, 
and have periods when they are 
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the compact office electric by Smith-Corona: $225 


Full-sized features in a compact size./The new Compact 200 is an office electric priced at a sensible 
$225. / It’s the compact! New American engineering ideas now make parts work more efficiently in a 
smaller space. / The carriage is 12 inches wide. The keyboard is the same size as a standard electric. 
Carriage return is automatic. It does all the jobs of a conventional electric—all but the marginal jobs. 
But it costs just half as much (or about what you would pay for a manual). / To see this new idea in 
electrics, just call your Smith-Corona Marchant representative, today. 


fs/c/ SMITH -CORGQNA MARCHANT 
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NEW 
GENERAL 
COLOR-TEX 
PENCIL 


ERASES 
GCEEAN} 


Any work is easier, goes 
faster, looks cleaner with new 
erasable Color-Tex colored 
pencils. No ghosts, no 
shredded paper! 

Color-Tex lines disappear with 
any eraser... yet can’t 
smear, can’t smudge. Strong, 
thin leads resist breaking. 
Sharp points last and last! 


=8OTO) PRM-T"D SIVYINID vs 


TRY COLOR-TEX FREE 

AND SEE FOR YOURSELF! 

Write for Free Samples on 
your letterhead today! 
Available in Carmine Red or 
Indigo Blue... in medium or 
hard grades with or 

without erasers. 


(GENERAL 
PENCIL COMPANY 
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Clerical efficiency depends on system 


less efhicient. Some allowance must 
be made. There is little agreement 


/as to what this should be. It varies 


with the industry from zero to 25 
per cent. Zero is too low and 25 
per cent too high. You are best 
able to set the figure for your office. 
Ideally, it will be an estimate and 
will be governed by the general 
climate of the office. You cannot 
put a laissez faire ofhce onto a rail- 
road schedule overnight without 
chaos. An allowance of trom 5 to 
10 per cent is a reasonable figure. 
Using 10 per cent as a factor, the 
390-minute day calculated under 
item 2 has shrunk 10 per cent (39 
minutes) and is now a 35l-minute 
day. 

Equate the time per item to a 
100 per cent scale. In the test used 
for automobile policies, the em- 
ployee typed an average of 12 an 


| hour. After studying the results 
_and being satisfied that this was a 
_ representative figure, the output can 


be equated to a 100 per cent sc ale. 


_ This is important since any ofhce 


has a mix of work, and it may 
never be possible to get a full day’s 


| production in one item. Thus, the 


employee never knows whether 
she has reached a 
Neither do you 
mathematics. 
Earlier computations showed a 
351-minute day available for pro- 
ductive work. Thus, in one day a 
top worker should produce 70.2 
automobile policies (12 per hour, 
five minutes each). Dividing 100 
by 70.2 provides a factor for auto- 
mobile policies. The factor carried 
to two decimals (no more are neces- 
sary) is 1.41. Therefore, if a typist 
works a full day and produces 71 
policies, she merely multiplies the 
number of policies produced by the 


proper goal. 
without a lot of 


| factor to get her work score for the 


day, i.e., 71 x 1.41=100.11 per cent. 
With this scoring system, it is en- 
tirely understandable to employees 
that some produce more than 
others. They are all running on the 
same track under the same condi- 
tions. To test the scoring further, 
assume a trainee typist does but 35 
policies in a day. Her score would 
be 35 x 1.41, or 49.35 per cent. 
This procedure is carried out for 
the entire range of typing opera- 


tions, and separate factors are ar- 
rived at for each. It then makes 
no difference what mix of work a 
typist might have for a day's work; 
her score will tell her what she 
has done for the day in relation to 
perfection. She may be typing ten 
different forms, all with different 
factors. If she does the proper num- 
ber of each, she will total her score 
and get 100 per cent. An added 
advantage ol the 100 per cent scale 
is a qualitative understanding by 
the employee. 


Develop a score sheet. Vhis is 
sunply giving each operation a title 
and assigning the factor to it. A list- 
ing of the operation should have a 
space for the typist to keep her score 
plus the factor for the operation. 
When the typist completes an oper- 
ation, she marks her score sheet. It 
necessary for her to total 
them or calculate them; this is a 
job for the supervisor. 


is not 


As an aid to the supervisor, a 
table should be made up for the 
various operations to give immedi- 
ate scores for any possible number 
of typing operations. The scores are 
totaled daily and weekly. They will 
be quite accurate if you have done 
your groundwork carefully. Even 
if they were not, you would still 
have a valuable tool for the com- 
parison of individual employees on 
an equitable basis. 

A factor system, once developed 
lor all work, will enable you to 
estimate future employee needs. It 
is particularly accurate since it en- 
ables you to estimate needs on the 
basis of the abilities of the em- 
ployees you have. Some will be 
100 per centers, some 80, traimees 
perhaps 40. A little arithmetic and 
you can arrive at your needs to get 
any amount of work done in the 
future. 

These procedures can be applied 
to any office operation that fits the 
requirements of short intervals and 
is of a non-intellectual nature. In- 
dustry-oriented time study experts 
may feel that there is not enough 
science involved or that too much 
judgment is used. The system does 
work, however, without much ol 
the pain attributable to more exact 
methods. 
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PERSONAL 
ALLIED / EGRY 
SERVICE 


on Every Business Form Requirement— 


What paper? . . . The best construction? . . . Where can I cut 
costs? .. . What about delivery? . . . How can I reduce machine 
time and number of operations? The operation of a modern de- 
partment automatically raises questions like these whenever busi- 
ness forms are purchased. 


Allied-Egry helps you find the right answers quickly . . . efficiently 
... With personal on-the-spot service of experienced men who know 
systems and form design. A new, strong national Allied-Egry organi- 
zation with local salesmen in all major cities—backed by nine com- 
pletely equipped plants, producing all types of forms—makes this 
desirable service possible. 


You benefit too from— 
@ Recognized quality and accuracy in form production 
@ Combined experience of nine plants with a great library of 
practical knowledge 
@ A single, convenient, time-saving source of supply 
for every form requirement 


You’re on the move in the right direction when you move to Allied- 
Egry for every business form need .. . at a favorable price. For 
immediate, effective service, why not call today? 


ALLIED /EGRY business systems 


Boston * Dayton * Hartford * Houston 
Kansas City * Los Angeles * Philadelphia 
In Canada: Egry Continuous Forms Ltd.—Toronto * Montreal 


(Circle No. 3 on Reader Inquiry Card) 
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DATA PROCESSING FOR SMALL AND MEDIUM-SIZE BUSINESS . . . No. 8 


PHOTOCOPYING IS DATA PROCESSING, TOO 


Manhattan Shirt Co. ends order delays with new copying system 


WHEN AN mecrease in orders 
strained the reproduction depart- 
ment’s already tight schedule, the 
Manhattan Shirt Co. found that 
an inexpensive ofhce copying ma- 
chine could add valuable manhours 
to its present data processing ca- 
| pacity, while eliminating costly 
errors. 

George Mealy, purchasing agent 
for the Paterson (N. J.) firm, re- 
ported this as he explained how an 
increase in business—resulting in a 
growing need for the reproduction 
and distribution of — production 
orders—was met without tving addi- 
tional employees down to tedious 
transcribing jobs. 

The Manhattan Shirt Co. carries 
out an entire factory operation, 
from purchasing raw stock to cut- 
ting, labelling, stitching, launder- 
ing, and finally packaging shirts for 
market. To meet market deadlines, 
each department must carry out its 
specified operation in a rapid as- 
sembly line fashion. 

Specifications are listed on  pro- 
duction order forms, which origi- 
nate in Manhattan’s merchandising 
department and are reproduced 
and distributed by the reproduc- 
tion department. 

About 50 of these production 
order forms must be combined with 
costing forms and reproduced every 
day to keep the ofhice operation run- 
ning on an even keel. These com- 
bined forms are distributed to 
some 20 key points throughout the 
company and are subject to cor- 
rection and change at any time. 

The installation of a Kodak Veri- 
fax Viscount Copier has allowed 
the Manhattan Shirt Co. ultimate 
flexibility in meeting the increas- 
ing pressure on the reproduction 


<a een oo 


4 Merchandising department speeds order 
on its way by taping cutting order to pro- 
duction order and sending it to the repro- 
duction department, where copies will be 
made and distributed throughout shop. 


ADMINISTRATIVE MANAGEMENT 
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Production order is transformed into paper master (left) and used by reproduction department to prepare copies for distribution. 


department while realizing these 
important: advantages: 

1. An estimated 80 manhours 
or the fulltime of two clerical em- 
plovees—have been saved from the 
projected schedule of what it would 
take to handle the new workload. 

2. Clerical retranscribing has 
been practically eliminated, doing 
away with the factor of human 
error that was always possible under 
the former system. 

3. Simple office copying techni- 
ques permit any employee to use 
the equipment with only a mini- 
mum amount of instruction. 

Here is how the new system has 
allowed Manhattan Shirts repro- 
duction department to increase 
eficiency and add 80 manhours to 
its present operation with no 
changes in personnel: 

As each order is received, the 
merchandising department initiates 
a 16-by-10-inch preprinted form on 
which penciled instructions are 
given to various other departments. 

These instructions include in- 
formation that identifies the order 
by lot number and breaks it down 
into colors, stvles, and other mis- 
cellaneous information. At — the 
same time, a cutting order on a 
5-by-10-inch form is prepared by 
Management, giving the cutters in- 


Head of production control department uses one copy to check production runs. 
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Photocopying system simplifies operation 


structions and authorization to go 
to work on the lot. 


The cutting order is attached to 
the production order with trans- 
parent tape, as an overlay in the 
lower right hand corner. In a mat- 
ter of minutes, any clerical em- 
ployee in the department is able to 
reproduce the 20 orders needed for 
distribution. 


Working under ordinary room 
light, the overlayed order is exposed 
to a sheet of light-sensitive matrix 
paper in the Verifax copier. The 
matrix is then taken from the 
copier after several seconds and 
placed in an activator solution. 
Alter activation—a few seconds— 
the matrix is brought into contact 
with a paper offset master and 
stripped away. 

After a few quick swabs with etch 
solution, the offset master is dabbed 
with a wet sponge, and is then ready 
to be run on an offset duplicating 
machine. With this system, Man- 
hattan Shirt’s duplicating depart- 
ment can deliver the needed 20 
work order copies in two to three 
minutes. 


When just a tew—from one to 
five—copies of a work order or other 
document are needed, Manhattan 
Shirt produces them directly from 
the Verifax matrix. That is, instead 

preparing an offset master, the 
operator simply transfers the mat- 
rix image onto bond paper. This 
method is cheaper and quicker in 
casey where only a few copies are 
required. This option of producing 
paper copies or offset masters gives 
Manhattan Shirt complete flexi- 
bility in the production of work 
orders. 

With Manhattan's former sys- 
tem, the reproduction order was 
an original paper master. Merchan- 
dising used a special pencil to fill 
in production information before 
sending the production order to 
the reproduction department for 
duplication. Separate forms were 
used for the cutting order and for 
costing. 

Every time there was a produc- 
tion change, a new master had to 
be used, new information entered, 
and old information transcribed. 
With the new system, changes are 
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handled in a matter olf minutes by 
crossing out the old data, entering 
new figures and sending the form 
back tor a new master, reproduc- 
tion, and re-distribution. Only the 


corrected figures have to be tran-| 
scribed and not the entire form, as | 
in the case of the former method. | 

“In view of recent increased pro- | 
the old SVS- | 
tem would have required two addi- | 


duction at Manhattan, 


tional clerks to handle the volume,” 
says General Office Manager John 
L. Calano. 


copying equipment has therelore | 
freed two clerks from a_ tedious 
transcribing chore—a task always 


subject to human error—for more 
important duties. 


The equipment has also simpli- 
fied the office operation by com- 
bining three forms and has put 
necessary production information 
into the hands of the people who 
need it the most to do their jobs 
as fast as possible. 


Company policies differ 
On military service pay 


Company policies vary widely on 
employees scheduled for summer 
encampment duty with the Nation- 
al Guard or armed services reserve 
groups. 

This was the finding of Indus- 
trial Relations News (IRN), a 
weekly management newsletter, af- 
ter surveying 33 American corpor- 
ations. The survey shows that many 
firms surpass the minimum require- 
ments of the Universal Military 
Training and Service Act. The act 
requires that they give a full paid 
vacation in addition to two unpaid 
weeks off for military duty. 

The law, amended late last vear, 
prohibits companies from requiring 
an employee to take his vacation 


{ 
The installation of this 


coincident with a summer encamp- | 


ment or cruise. And he must 
given a paid vacation in addition 
to his service absence if fellow em- 
plovees who have no military obli- 
gations receive paid vacations. 

This does not mean, reported 
IRN, that an employee could not 
elect to take his holiday at the same 
time he attends his summer en- 
campment. But the company can- 
not legally force him to do so. 
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For fast service contact the “Fabrilite”’ 
distributor nearest you listed below: 


CALIFORNIA 


uMip 


CONNECTICUT 
i ae New England ipetateey Supply Co. 


0 Albany Avenue 
Attn: Mr. Robert Warner 


DISTRICT OF COLUMBIA 


Co Eee C. E. Briddell Co., Inc. 
3726 Tenth Street, N.E. 
FLORIDA 
iami...... . 


Tampa.. .Gulf Fabrics, Inc., 


GEORGIA 
Atlanta 2.... 
ILLINOIS 


J. R. Erikson Co., Inc., 364 Nelson St., 


KENTUCKY 
Louisville 2..Herman A. Schildt Co., bag Pe 3 Market St. 
Attn: 


LOUISIANA 


Baton Rouge 9.... Tupper Supply. Inc., 2117 North Street 
Attn: Mr. Howard Billings 


MARYLAND 
Baltimore 11..C. E. Briddell Co., Inc., 2800 Hampden Ave. 
Attn: Mr. H. W. Beckman 
MICHIGAN 
II Willa hoe sccsessvecscuntonrsnccseniel Foam Rubber Products 
5301 Grand River Avenue 
Attn: Mr. Sy Lichter 
Grand Rapids 3................ es 3 Supply Co. of G. R. 
Fuller Avenue, N.E. 
Attn: Mr. Arnold Bjork 
MINNESOTA 
Minneapolis..New York Fabrics, Inc., 2938 Nicollet Ave. 
Attn: Mr. H. Becker 
MISSISSIPPI 
Jackson................ Woolley Brothers, 924 Palmyra Street 
Attn: Mr. R. E. Woolley 
MISSOURI 
— eee Hinsman Co., 4507 Olive St. 


NEW JERSEY 
Union........ Krupnick Brothers, 


NEW YORK 


EE Vinyl cane Co., 34 Ferry Street 
Attn: Mr. A. J. P. Seitz 

16 West 32nd Street 
ttn: Mr. W. Wilson 


New York 1..Fabric Leather Corp., 


ROCMOUEOE BG voc siscsccesacccnccensecs H. R. denens & Sons, Inc. 
60 North Washington St. 


Attn: Mr. W. S. Howard 
NORTH CAROLINA 


High Point.................. American be Co. of N. C., Inc. 
308 West Broad Street 
Attn: Mr. Dewey Smith 

OHIO 
Se atninndistsischeckstsaal John Showalter Co., P.O. Box 1259 
Cincinnati. King Bag Company, 127 East Front Street 


Attn: Mr. 
Earl K. Koch & Son 
2100 West Superior Viaduct 

Attn: Mr. Earl Koch 


Cleveland 13 


OKLAHOMA 
I i icncsnctessicons \ecoemeuiana Oklahoma Upholstery Supply 
- Whittier Station, P.O. Box +3185 
Attn: Mr. F. W. Graff 
OREGON 
a, GERGRESAS ICRC Rm sear Pr. ©: McDonald & Co., Inc. 


930 South East Oak Street 
Attn: Mr. James D. Roddy 

PENNSYLVANIA 
Philadelphia 6...........000....... Maen Line Majestic Fabrics 
17 Chestnut Street 
Attn: Mr. Maurice G. Maen 
J. J. Peiger Co., 101-103 Market Street 
Attn: Mr. J. Williams 
Wilkes-Barre........ The Smith Co., Inc., 568 Hazle Street 
Attn: Mr. Harold Smith 

RHODE ISLAND 


Providence 3....Providence Textile Co., 243 North Main 
Attn: Mr. Harlan Espo 
TENNESSEE 


Se Southern Textile & Supply Co. 
894 Eastmoreland Avenue 


Pittsburgh 22... 


Attn: Mr. J. T. Hogan 


TEXAS 
Dallas 26......A. F. Schmalzried & Co., 2650 Main Street 
Attn: Mr. Chas. W. Schmalzried 
Fort Worth..Reese B. Davis & Coy 20 South Lake St. 
: Mr. Reese B. Davis 


Houston....A. F. Schmaizried & = "1930 Oakdale Street 


WASHINGTON 

| ee McDonald & Co., Inc., 414 Boren North 
Attn: Mr. Leonard McDonald 

WISCONSIN 


Milwaukee 2.......... Gebhardt, Inc., 213 North Broadwa 
Attn: Mr. C. Pushkas 


*f6.u 5 pat orf 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 
(Circle No. 12 on Reader Inquiry Card) 


ADMINISTRATIVE MANAGEMENT 


Urethane a? of Calif. 
302 Victoria St. 

Ge FINI Bi aoc occscsnsiivincsornccccceens Fabric Leather Corp. 
1139 Santee Street 

Los Angeles 15..Lindsey & Hall, 1036 South Hope Street 
Attn: Mr. C. Hall 

San Diego........ Foam Rubber Supply, 2210 Kettner Bivd. 
San Francisco 9......Scovel & Sons Co., 1122 Post Street 
Attn: Mr. Paul Scovel 


a W. Valentine, 618 W. Eighth St. 
, 105 East Park Avenue 
Attn: Mr. Russell Gist 


S.W. 
Attn: Mr. J. M. Coffee 


Chicago 6......A. Hoenigsberger, 123 North Wacker Drive 
Attn: Mr. H. L. Hoenigsberger 


r. F. J. Berning 


Inc., 909 Rahway Avenue 


Walter King 
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in modern art...that’s the beauty of this new 
holstery. Here is the first of the new “Island 
det | Breathables”, specially constructed to bring greater depth to designs 


si | Without sacrificing comfort or freedom from care. Use it anywhere 
h Main 
in Espo 


ve. | YOuWantthe unusual, the highly decorative...the conversation piece. 


Avenue 


ser | BERMUDA ISLAND BRFATHABLE...NEWS IN 
a DU PONT VINYL UPHOLSTERY 
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First of two installments on 42nd NOMA convention— 


RISING COSTS CHALLENGE OFFICE MANAGER 


Speakers urge job upgrading, use of new administrative techniques 


By JOHN ALLAN RHEA | 


COST REDUCTION for profit 
improvement, better Customer serv- 
ice, and competitive capacity in | 
world) markets — this was a_ note | 
sounded often at the 42nd inter- ) | 
national convention of the National 
Office Management Association. 

The meeting, held in St. Louis 
last month, opened with a keynote 
address on the subject of mounting 
business costs, and the theme was 
carried through many of the semi- 
nars, concurrent technical sessions 
and open forums. Conference  pat- 
ticipants sought ways by which the 
office could make substantial profit 
contributions to the entire organi- 
zation. 

The answer, in the words of many 
speakers, is in_ the transformation 
of the office from its traditional role 
of tolerated “overhead” to a dy- | 
namic information center that can | 
provide management with the re- Da 


ports it needs at the price it is will- , 
4 “The office manager . . . has to raise ‘ 
his sights . . . he has to become the fifth ( 
spoke in the total administrative wheel.” 

—Dr. James R. Taylor, new NOMA ; 
president. ma 
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Sessions such as these 


ing to pay. Speakers lurther agreed 
that the typical othce manager is 
not equal to this task. They urged 
that he upgrade himself by expand- 
ing his company-wide 
administration and by learning to 
use the revolutionary new data 
processing tools that are now avail- 
able. 


scope to 


“Millions down ratholes”’ 


Keynoter Cameron Hawley led 
off the parade of gadflies by diag- 
nosing America’s industrial illness 
as a “creeping accumulation of cor- 
porate fat.” The author of “Execu- 
tive Suite,” “Cash McCall,” and 
“The Lincoln Lords,” and himself 
a former marketing executive of the 
Armstrong Cork Co., charged that 
“thousands and millions of dollars 
are poured down ratholes just be- 
cause everybody else is doing it. 

“We have built up here in the 
United States the most fantastically 
complicated, grossly inefhicient, and 
ridiculously expensive system of 
corporate control to be found any- 
where on earth,” he said. To sup- 
port this accusation, Hawley sug 
gested that the conferees compare 
their 1941 payroll to their present 
one. “An amazing number of jobs 
you are filling today didn’t even 
exist then. But, by keeping prices 
high enough, there is still room 
enough under the umbrella,” he 
commented. 

This situation, Hawley noted, is 
reflected in the declining percentage 


of direct labor costs—now less than 
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attracted more than a thousand NOMA members to St. Louis. 


10 per cent—in the retail selling 
price. He pointed out that the re- 
maining burden is three to five 
times higher than in West German 
and Japanese industries. “Our in- 
ability to compete is much less than 
wage rates, but this fantastic burden 
at the other end.” 

This emphasis on controlling the 
elusive overhead formed the basis 
for one of the technical sessions held 
the following alternoon, Monday, 
May 8. Lionel E. Grifhth, assistant 
controller of International Latex 
Corp., cited three reasons for exces- 
sive costs in electronic data process- 
ing: 

1) Lack of planning and _ prepa- 
ration; 

2) Lack of management under- 
standing; and 

3) Use of inexpensive people. 

The first defect has as its symp- 
tom the practice of the data proc- 
essing manager who is “guilty of 
spewing information all over the 
company without much purpose or 
point.” Griffith suggested — that 
proper planning would indicate just 
what information was desired and 
in what form. He also noted that 
avoidance of esoteric trade jargon 
on the part of the data processing 
manager would go a long way to- 
ward gaining management under- 
standing. 

The third problem in data proc- 
essing is labor costs. In a punched 
card installation in which the ratio 
of man-hours to machine hours is 
one to one, hidden costs are high. 


Not until that ratio is at least 1:2.5 
is the installation running economi- 
cally. Griffith added that these 
ratios apply to computers as well as 
punched card equipment. 

Rising costs were also the topic 
of the all-day seminar on Monday, 
May 8. Before an audience limited 
to 100 persons, New York manage- 
ment consultant Frank M. Knox 
discussed methods of handling 
“Total Administrative Expense 
Control.” (Excerpts from Knox's 
program will appear in next 
month’s issue of Administrative 
Management.) 


Decentralization has reversed 


Another major problem that oc- 
cupied the attention of the NOMA 
members is the changing status of 
the administrative function and its 
effect. on their organization. Dr. 
James R. Taylor, newly elected 
NOMA president, spelled out this 
challenge in his “inaugural ad- 
dress”: 

“As the impact of increasingly 
elaborate communications and data 
processing equipment has affected 
more and more American concerns, 
there has been a reversal of the old 
trends toward decentralization. We 
now find a drawing back of tradi- 
tional communications and mana- 
gerial functions to a central place, 
a central ofice and operations cen- 
ter. That operations center has 
become the nerve center, the com- 
munications transfer point for all 
company activities.” (To page 32) 
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5 U. S. corporate system is “fantastically 
complicated, grossly inefficient, and 
- ridiculously expensive.” — Cameron Hawley, 


keynote speaker at chapter presidents’ dinner. 


Data processing manager is “guilty of spew- 
ing information all over the company without 
much purpose or point.”—Lionel E. Griffith, 
assistant controller, International Latex Corp. 
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NOMA speaker predicts ‘‘decision by exception” 


But who is going to take charge 
of this nerve center? Dr. Taylor 
answered this question in an inter- 
view with Administrative Manage- 
ment: “The office manager is in an 
ideal spot to move into it—but he 
has to raise his sights. Instead of 
thinking of routine duties, he has 
to think of his function as parallel 
to sales, production, finance, and 
purchasing.” He has to become, in 
Dr. Taylor's words, “the fifth spoke 
in the total administrative wheel.” 

Dr. Taylor, who is director of the 
graduate program for the School of 
Business Administration, Wayne 
State University, Detroit, admitted 
that the traditional ofice manager 
isn’t ready for this responsibility, 
but that a “new breed” is coming 
up that is prepared for EDP (elec- 
tronic data processing). “The con- 
trollers are eyeing this situation,” 
he said, “but they lack the basic 
knowledge of the data processing 
function.” Dr. Taylor added that 
“the systems boys are also ready to 
move into this one.” 

The new NOMA leader pre- 
dicted that “the ofhice manager will 
disappear from the scene,” and will 
be replaced by the new title, “man- 
ager, administrative services.”” Some 
companies have gone a step further 
and created the title “vice president, 
administration.” The  administra- 
tive responsibility must become an 
upper middle management func- 
tion, Dr. Taylor told Administra- 
tive Management. 

A. Edward Riddle, director of 
office administration at the Colgate- 
Palmolive Co., described the quali- 
ties needed in this administrator in 
his presentation, “Emerging Oppor- 
tunities for the Administrative Man- 
ager.” “The new administrator . . 
must have clearly established confi- 
dence in his capability of running 
a good shop by rendering efficient 
service at minimum costs. He will 
have to be alert to the profit 
possibilities within his own area, not 
only by improving operations, sim- 
plifying methods, and controlling 


costs, but also to be aware. of 


perimeter effects 
company.” 

Since the office administrator will 
supervise the company information 
center, Riddle said, he must give 
priority to the problems of other 
departments if his center is to jus- 
lily its existence. He must realize 
that the efficiency of the company 
organization as an entity takes 
precedence over the convenient op- 
eration of the administrative serv- 
ice functions. 


throughout the 


The “looped road’’ system 


The goal of the information sys- 
tem is to provide “decision by ex- 
ception,” he stated. This will mean 
more emphasis on 
decisions” and 
decisions.” 

“A computer is capable olf mak- 
ing decisions based on a_predeter- 
mined formula in much the same 
manner as a clerk, and if a formula 
does not apply the data are reterred 
for a non-programmed — decision. 
The challenge in the making is to 
go as tar as possible in the develop- 
ment ol 


“programmed 
“non- programmed 


programmed decisions. 
This, of course, can be done with- 
out a computer, but it hasn't been. 
The computer, unknowingly, has 
become the impelling torce,”” Riddle 
said. 

Another speaker, Robert D. Pash, 
director of planning and adminis- 
trative services at the Micro Switch 
Division of Minneapolis-Honeywell 
Regulator Co., stated that data 
processing needs could best be met 
with a total information system, 01 
“looped road.” Some of this road 
has been surfaced, he said, some ol 
it has been resurfaced, but much ol 
it has yet to be constructed. 

“The 
whether 


question is no 
total integrated manage- 
ment systems can be achieved, but 
how soon,” he predicted. Pash cited 
his own division's experience in es- 
tablishing a 
output 


longer 


system under which 
from the total system be- 
comes input for the sub-system. Lhe 


results have been better manuage- 
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Sationals with Card Punch Intercouplers 


save $35,000 annually, returning 200%!” 


—MINNESOTA MINING & MANUFACTURING COMPANY, St. Paul, Minnesota 


“Current cost records, automatic 
creation of punched cards, control 
over cash receipts, up-to-the-minute 
accounts receivable accounting, and 
efficient adding machine listings are 
just some of many jobs handled on 
our National machines. 

“National Accounting Machines 
with Punched Card Intercouplers in 
our Traffic Department alone save us 
$35,000 each year, which is 200° 
annual return on our investment. 


“In addition to these dollar-and- 
cent savings we have been impressed 
with the versatility of our National 
machines. They have permitted us 
to meet changing requirements and 
in every case, to keep abreast of cur- 
rent trends.” 


KOCAicateon 


H. P. Buetow, President 
Minnesota Mining & Manufacturing Company 


In any business, National machines pay for themselves with the money they save, then continue savings as 


annual profit. Your National man will show how much you can save. See yellow pages in your phone book. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


1039 OFFICES IN 121 COUNTRIES © 77 YEARS OF HELPING BUSINESS SAVE MONEY 
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(Circle No. 31 on Reader Inquiry Card) 


TMitenesora [Yfinine ann [Yfanuracturinc company 


A WORLD LEADER .. . PROVIDING QUALITY PRODUCTS FOR HOME, OFFICE, AND INDUSTRY. 


Punched cards are created 
automatically as a by-prod- 
uct of posting to the freight 
accounting records. 


An impressive list of quality products: 
“SCOTCH” brand pressure-sensitive adhesive 
tapes...“SCOTCH" brand electrical prod- 
ucts...“SCOTCH” brand magnetic tape... 
“SCOTCHGARD” brand stain repeller... 
“SCOTCHLITE”" brand reflective sheetings 
..."“THERMOFAX"” brand copying machines 
and copy paper... ‘“SASHEEN” brand ribbon 
..."3M" brand photo-offset plates ...“3M” 
abrasive paper and cloth... “3M” adhesives, 
coatings and sealers...‘‘3M" roofing granules 
. "3M" chemicals. 


* TRADE MARK REG. U. S. PAT. OFF. 


% 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
ELECTRONIC DATA PROCESSING 
ner PAPER (No Carson Requinep) 
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WHAT ROLE WILL DATA PROCESSING 
PLAY IN YOUR COMPANY'S FUTURE? 


ADMINISTRATIVE MANAGEMENT, which 
pioneered the first reports on Auto- 
mation in the Office in its 1952 issue 
has long since extended its coverage 
to interpret in depth the role data 
processing is playing in the office, the 
trends that it has brought about, its 
implications for every aspect of the 
office’s activities. 40,000 ABC paid 
subscribers* look to ADMINISTRATIVE 
MANAGEMENT to put automation in 
the correct perspective in the office 
field. In addition to its articles in 
depth on every implication of auto- 
mation, the magazine reports each 
month the most important installa- 
tions and latest developments in the 
field of equipment. 


* Subject to ABC audit 


dministrative 
anagement 


Formerly OFFICE MANAGEMENT AND AMERICAN BUSINESS 
The Magazine of Administration and Systems 
A GEYER-McALLISTER PUBLICATION 
212 Fifth Avenue, New York 10, N. Y. 
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Here are some typical features on 
data processing in recent issues. 
Automation revolution will effect every phase 
OF Res COO. 0.5/0.0. seve wawes January 


New thin-film computer memories multiply 
data processing speeds........... February 


Burroughs new solid state B5000 designed for 
automatic programming ............ March 


Two-girl office handles million-dollar business 
—with automation.................- April 


Industrial control system utilizes IBM 1620 
RENE aio had.oad cco suwsls-caeanee May 


NOMA talks of computers 


ment control and customer service, 
he said. 

Beginning with the usual manual 
methods of data processing. Micro 
Switch went to mechanical equip- 
ment and then to a_ small-scale 
computer. The division will soon 
install a large-scale, solid state com- 
puter system, Pash said. (He smiled 
indulgently when asked which 
brand of computer.) 

Financing the computer installa- 
tion was another topic on the 
NOMA program. William R. Di- 
vine, deputy comptroller of the 
Southern Railway System, pointed 
out some of the advantages of pur- 
chasing a computer rather than the 
traditional method of leasing it 
from the manufacturer. 


Computer purchase benefits 


While leasing is greatly preferred 
by many companies because it does 
not tie up capital or commit the 
user to a potentially obsolete piece 
of equipment in the rapidly chang- 
ing computer industry, Divine cited 
two advantages of purchase: 

“High usage calling for extra 
shifts will often tip the scales in 
favor of purchase. So will a useful 
life extending well beyond the point 
at which rental payments would 
overtake the purchase price. 

“There are four primary financial 
considerations in lease- purchasing 
decisions: 1) the useful life of the 
equipment, 2) the difference in 
costs between rental and purchase, 
3) the desired rate of return on the 
equipment, and 4) the income tax 
difference.” 

Useful life, according to Divine. 
consists of technological life, or the 
time in which the computer will 
become out-of-date; the physical 
life, or the time the equipment 
takes to wear out; and the appli- 
cation life, or the length of time a 
company can make use of the equip- 
ment. 

Although leasing is considered a 
hedge against obsolescence, it can 
be an expensive hedge for the user. 
A realistic lease price must include 
the manufacturer's hedge against 
obsolescence, too, Divine warned. 


(To be concluded next month) 


ADMINISTRATIVE MANAGEMENT 


(Circle No. 8 on Reader Inquiry Card) | 
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So much confusion! ere 


So many claims! 


Here at last are 


Why so many ways to copy? 


Why so many machines? Will 


they all do the same job? 
What's the difference in price? 
How much for copies? How 
good? How fast? Before you 
invest in any office copier, here 
are some pointers that will 


help you pick out the particu- 


lar process that is best for 


your needs. 
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A SHORT, SIMPLE GUIDE 


TO COPY MACHINES 


How to choose 
the one that’s best 
for you 


THESE ARE THE METHODS 


Of the many ways to make office copies, these five are most 
common: 


1. Photocopy (diffusion transfer). Basically a photographic process. 
Copies are made through direct contact with a light-sensitive negative 
paper. Image is then transferred to positive sensitized sheet. Often a 
2-step process. 


2. Photocopy (dye transfer). Similar to diffusion transfer in that it uses 
photographic principles. Image, however, is transferred from a matrix 
to non-sensitized paper. 


3. Thermography. Literally a “burning’’ process. The dark areas on a 
page, like typewritten words, absorb more heat than the blank areas. 
Thus, the words on the original, exposed to infra-red light, will burn an 
image onto the heat-sensitive copy paper. 


4. Electrostatic. A process in which a dark powder forms the image. The 
image is at first invisible, consisting only of a positive electrical charge. 
The negative-charge powder adheres to the positive areas and makes 
the image visible. 


5. Diazo. A dyeing process. Light passes through the original to a sensi- 
tized copy paper and deactivates areas not blocked by writing on the 
original. When this paper is exposed to a chemical (the diazo), the latent 
image is dyed into a permanent print. 


HERE’S HOW TO CHOOSE 


As you would expect, each of these methods has its advan- 
tages; each has its drawbacks. Which is best for you depends 
upon: 

e how many copies you'll be making 

e how good you want them to look 


e how much you're willing to pay 


For example: if you plan to make only a few copies a day, you 
might select a copier from groups 1, 2 or 3—whichever one strikes 
you as best for the money. Prices here can be quite low (as little 
as $99.50 for a photocopier, for example). But with the lower- 
priced machines you pay a high price per copy, 4¢ to 10¢—even 
more if you count waste. And copy quality may not be all you’d wish. 


If your business requires numerous copies, then you’re wise to pay a 
little more for the machine—and a lot less for the copies. Take a diazo 
copier. While it may run $300 or more, it will produce excellent copies 
in seconds—at a cost of 1¢ apiece for letter-size materials. 


HOW THEY COMPARE’ 


Source: Office Equipment Magazines 


SPEED 
1 copy in 15 seconds 
to a minute 

COST PER COPY 
4¢ to 9¢ 


SPEED 

1 copy in 50 seconds. 
5 in 1 minute 

COST PER COPY 
9¢ to 10¢ for the first 
1¢ for extra copies 


SPEED 

1 copy in 4 
seconds 

COST PER COPY 
4Va¢ to 5¢ 


SPEED 
1 copy in 10 seconds 


COST PER COPY 
1¢ for suppliest 


SPEED 

200 to 800 
copies an hour 
COST PER COPY 
About I¢ 


PROCESS 


PHOTOCOPY 
(Diffusion 
transfer) 


PHOTOCOPY 
(Dye transfer) 


EN 
EX 


THERMOGRAPHY 


= 


ELECTROSTATIC 


; 
; 

; 
EN 


DIAZO 


*Speed and copy costs are estimates for letter-size copies using 


materials of average quality and runs of average length. 


tNot including other charges such as leasing, etc. 
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the argument for 
buying a better machine 


Part of it you see from the chart. A diazo machine turning out 
copies at a rate of 200 to 800 an hour, produces them for a cost 
of 1¢ apiece. Compare this to the 4¢ to 10¢ cost with a “cheap” 
copier and you see how quickly the quality machine pays off. 
It’s the old story: you get what you pay for. 

But there’s more to the story than money saved. Where any 
machine will provide copies, a diazo machine provides systems 
that speed and simplify all business paperwork: order-billing, 
production control, purchasing-receiving, accounting, market- 
ing, personnel, general administration, engineering. 

The diazo copier you see here will provide as many copies as 
you wish, whenever you wish, all clear and exact duplicates of 
translucent originals. (Most office stationary is translucent 
enough for this purpose. And when 2-sided material is to be 
copied, the necessary translucent copy can be secured directly 
on diazo equipment using reflex film.) Diazo copiers can also 


HERE'S WHAT THEY SAY HERE'S WHAT THEY DON'T SAY 
For Photocopy (Diffusion trans- Copies run as high as 9¢ — 


f how to tell 


the claims fer): 


Copies everything, every color, every 
paper—in seconds. 


from the facts 


Much of the confusion over office copiers 


make reproducible copies—‘‘duplicate originals’—from which 
subsequent copies are made. This facility is the key to many 
time-and-cost-reducing systems applications. 

Diazo ‘‘duplicate originals” are the simplest, most economi- 
cal, most flexible ‘‘masters”’ for systems applications. You can 
write or type on them; add to, block out, create composites; 
make hand-ruled and multiple-part forms; even reproduce in 
colors. 

In addition, diazo copiers add flexibility to electronic data 
processing by providing additional copies of documents pro- 
duced on high-speed printers, teletypewriters and automated 
typewriters. 

Diazo also supplements photocopiers and electrostatic ma- 
chines for fast reproduction of extra copies. And diazo also 
makes masters for high-speed, offset printing. 

Yes, there is a difference with diazo. 


apiece. The process is not ff 
appropriate for long runs. 


comes from the flood of competitive claims. 
This machine is cheapest...this one is fast- 
est...this one is the easiest to use. 


For Photocopy (Dye transfer): 
Gives you five easy-to-read copies in 
one minute for 2\4¢ each. 


Five copies are the practi- 
cal limit. For the next copy, 
you start over—at 9¢ for 


the first. 
how do you 
separate claims For Thermography: But it can’t match the 
from Baune? Does more jobs than any other copy- others for quality. Waste is 
ing machine. a high cost factor. 


Actually, it’s not that the manufacturers 


don’t tell the truth, they do. They have to. 
But they don’t have to tell it all. For 
example— 


For Electrostatic: 
Supplies cost about 1¢ per copy. 


Supplies, yes. But in addi- 
tion, you often pay a sub- 
stantial monthly leasing 


what about diazo? 


These pages have made some strong claims for the diazo process. 
What of these claims? 


Says Charles Bruning Company, largest manufacturer of diazo 
copiers: 


FIRST, the comparisons you see here are not Bruning’s. They 
were compiled by impartial authorities. No authority—indeed, 
ho competitor—contests the fact that diazo is the most econom- 


charge. 


ical and versatile copy process known. 


SECOND, diazo is, overwhelmingly, “‘the professionals’ choice’; 
architects, draftsmen, engineers. They must have quality; they 
must have speed; they must count costs. And they choose 
Bruning diazo copiers over all other makes combined. 


THIRD, Bruning stands ready to demonstrate that every one of 
these claims is true. In your own office, on your own operations... 
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You want speed. A Bruning machine 
makes letter-size copies in a few sec- 
onds—200 to 800 an hour. 


You want quality. Bruning copies 


are always sharp and clean you're 
proud to have customers see them. 


ks 9 You want fleribility. A Bruning 
a copier is unequaled for system appli- 
‘ cations and for general copying needs 
where the original can be controlled. 
; Unlike other copiers, a Bruning will 
e - make reproducible copies from re- 

: producible copies. 
2 You want savings. The Bruning 
a diazo method turns out letter size 
; copies for 1¢ each for materials. All 
other processes run four to ten times 


as much. 
Ss You want selection. And here it is 
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Model 250 Model 105 
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Prints to 11” wide 


Prints to 11” wide 
Pee OAT ee 


Model 430 


Revolute Starlet 


y Prints to 
17” wide 


- ; *) 
Prints to 54” wide Prints to 20” wide Prints to 42” wide 
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FREE DEMONSTRATION with 


Charles Bruning Company, Inc. a . : all form 
1800 Central Road, Mt. Prospect, Ill. Precept napa pny fo 


In Canada: 103 Church St., Toronto 1. 
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AUTOMATION 


IN THE OFFICE 


PHILCO 2400 SYSTEM PROVIDES EXPANSION 


IBM adds COBOL to programming “package” for 1401 computer 


PHILCO CORP. recently intro- 
duced its 2400 peripheral data pro- 
cessing system for use with the 
Philco 2000 central computer. The 
new system, according to Herman 
A. Affel Jr., general manager of 
Philco’s Computer Division, adds 
25 per cent to the computational 
time available on the 2000. 

The basic 2400 system, which 
leases for $7,800 a month, consists 
of the 2400 central processor with 
8,192 characters of high-speed core 
storage, one magnetic tape with a 
transfer rate of 90,000 characters 
a second, a card reader that reads 
2,250 cards a minute, a high-speed 
printer to print 900 lines a minute, 
and a card punch. Delivery time 
ranges from 12 to 18 months. 

The 2400 performs all input-out- 
put functions for the Philco  sys- 
tems, and uses standard Philco in- 
put-output devices and magnetic 
tape units. A 2000 and a 2400 can 
be coordinated to operate in parallel 
on portions of a job best suited to 
each computer. The 2400's asyn- 
chronous design permits a maxi- 
mum amount of simultaneous in- 
put-output operations. 

Asynchronous time-sharing of 
components, plus program control, 
allows at least four devices—two 
complete input-output operations— 
to proceed concurrently and to 
make use of the memory transfer 
rate of three microseconds per char- 
acter. A card-to-tape operation and 
a tape-to-printer operation, both 
with edit, for example, are per- 
formed at maximum device speed. 


In addition to peripheral opera- 


tions, the 2400 system can function 


as an auxiliary processor. Typical 


(Circle No. 8 on Reader Inquiry Card) 


! Card Reader ya 
I#) - ’ 
4 
- 
Paper Tape + 
Printer 
Ig 
Magnetic Tape we 2 


MAGNETIC TAPE 


32.768 
character 
CORE 
STORAGE 


UNITS Corporate Data Center 


{ 


PHILCO 2000 


| 210, 211 or 212 


The expanded processing capabilities of 
the new Philco 2400 electronic data pro- 
cessing system, when used with a Philco 
2000 computer, are depicted above. The 


operations that can be shared with 
a 2000 system include information 
retrieval and data select, sorting 
and merging, binary and decimal 
arithmetic, and computations. 


Microwave |Link 


PHILCO 2400 


Plant C Plant G 


Division Headquarters 


PHILCO 2000 
210, 211 or 212 
aaah 


PHILCO 2400 
Traffic Center 


PHILCO 2000 
210, 211 of 212 


Processors 


two systems can be designed to connect 
and coordinate as many on-site or remote 
locations as may be needed to meet 
the applications of individual users. 


The basic system can be ex- 
panded in modular fashion and re- 
main balanced. It can also connect 
and coordinate as many on-site or 
remote locations as necessary. High- 
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AUTOMATION IN THE OFFICE 


Jonkers introduces retrieval machine 


1401 
/ FORTRAN 


1401 


soRT-I sont-2 


eriLity 


PROGRAMS 
_—CO— 


Three new systems form a pyramid of programming for the IBM 1401 computer. Boxes 
contain punched cards which instruct the computer in data processing operations. 


speed core storage, for example, can 
be expanded to hold up to 32,768 
characters. 

With the 2400 system Philco 
offers the following programs: pro- 
grammer’s language compiler; util- 
ity routines for checking, error cor- 
rection, tape file service, and debug- 
ging; program generators for re- 
ports, sorts, edit, and file up-dating; 
input-output routines for card-to- 
tape, tape-to-card, tape-to-printer, 
data link control, and others; and 
executive routines. N-1 


COBOL added to IBM 
programming systems 


International Business Machines 
Corp. has made available three new 
programming routines for its IBM 
1401 computer system. The three 
devices—COBOL, Autocoder and an 
Input/Output Control System—are 
part of the complete programming 
“package.” 

The COBOL system will enable 
the 1401 to generate its own in- 
ternal “machine language” instruc- 


tions from programs that have state- 
ments Closely following written Eng- 
lish usage. COBOL (Common Busi- 
ness Oriented Language) permits 
programmers to communicate with 
the computer in familiar terms re- 
lated to business operations. 
Autocoder is a symbolic language 
of easily remembered operation 
codes and names or symbols. Data 
and instructions can be referred to 
by meaningful labels, such as 
“WHTX” for withholding tax in 
a payroll operation, rather than by 
specific 1401 core storage locations. 
An IBM 1401 computer also 
made news in Chicago last month 
when it was put into operation by 
Statistical Tabulating Corp., the 
nation’s oldest and largest inde- 
pendent data processing service 
bureau firm. The computer will 
be used to prepare itemized tax 


For more information about any 
system circle corresponding num- 
ber on reader service card inside 
back cover. 


statements for 234,000 taxpayers in 
DuPage County, Ill. The $400,000 
computer will prepare statements 
to show each taxpayer how his in- 
dividual tax contribution is dis- 
tributed. N-2 | | 


Retrieval system has 
four-bank keyboard 


Automatic information retrieval 
equipment that can be operated 
from a keyboard and combines the 
advantages of punch cards and com- 
puters has been introduced by Jon- 
ker Business Machines, Inc. Gaith- 
ersburg, Md. 

The information input machine, 
which will also be capable of opera- 
tion by conventional punched cards, 
paper tape, or magnetic tape, is 
based on the Termatrex “inverted” 
punched card used in the Jonker 
semi-automatic line. ef 

Features of the new machine in-| 7 
clude: ES 

1. A four-bank decimal keyboard} 7 

similar to small desk calcula-| 

tors; 
. Solid-state control board based 7 &, 
on straight binary code; 


3. High-performance sequencing 


no 


interlock 

4. All-aluminum welded frame; T 
and 

5. Simplified servo system that 
moves at 3,000 r.p.m. and en} Al 


ables an operator or computer} Page pi 

to drill a hole every thret)used in 
seconds. od of « 

The pilot model was unveiled a} py, 
the Electronic Data Processing €Xjingg__. 
hibit of the American Management ,. 
Association in New York. Estimated 
cost of the 200-pound machine # 
$7,500 with a six-month deliver}, ” P® 


time. N-3) 

| Sig 
Control Data expands ‘savings 
desk computer billing 


Control Data Corp. has an Sales or 
nounced an expanded version of it of busi 
160 computer. This new compute! obtaine 
called the Control Data 160-A, tring ope 
packaged in an office desk, as if 
the 160. First deliveries will & 
made this month, according © 
Frank C. Mullaney, vice presidet 
of the company amd general mat 
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Teletype equipment in Data-Phone service 


All Teletype sending and receiving equipment— 
page printers, tape punches and tape readers—can be 
used in Data-Phone service, the new Bell System meth- 
od of data transmission via regular telephone lines. 

Data can be speeded over local or long distance 
lines—to a single destination or to several destinations 
simultaneously. The data can be received on plain 


.) Message paper . . . punched paper tape. . . or margin- 


ally perforated business forms of almost any size. 
And always there is a “home record”’ of what is sent. 


Significant paper work simplification and time 


)savings can be achieved in handling accounting and 


q 
§ 


5 an 


billing information, inventories, payrolls, invoices, 
sales orders, ticket pick-up and numerous other kinds 


of it Of business detail. If desired, punched tape can be 


puter 


obtained as a by-product of both sending and receiv- 


)-A, ving operations, for later use with business machines. 


as i 
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ng 
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SEMEN, 


A growing number of firms are already using 
Teletype equipment over Data-Phone circuits. For 
example, companies that purchase large quantities of 
airline space place orders by phone, then receive 
tickets on Teletype printers right in their own offices. 
With this method, tickets are received faster, mes- 
senger service is eliminated, and records for account- 
ing purposes are automatically provided. 


Teletype Corporation manufactures page printers 
and tape units such as the Model 28 equipment illus- 
trated above for the Bell System and others who 
require the utmost reliability from their data com- 
munications facilities. 

If you would like to investigate the advantages 
of Teletype equipment for your business, write to 
Teletype Corporation, Dept. 36-F, 5555 Touhy Ave- 
nue, Skokie, Illinois. 


TELE TYP 


Cc oO R PORATI © N © sussioiary of Western Electric Company ai. 
JUNE 1961 (Circle No. 45 on Reader Inquiry Card) 
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ager of its computer division. The 
basic 160-A is priced at $90,000, 
and is leased at $2,250 a month. 
(This price places the 160-A_be- 
tween Control Data’s 160, which 
sells for $60,000, and the large-scale 
1604, which sells for $1 million.) 
The basic 160-A computer is 
equipped with a magnetic core 
memory of 8,192 12-bit computer 
words, buffered input and output, 
program interrupt, and a list of 
91 instructions. The 160-A_ basic 
magnetic core memory can be ex- 
panded in modules up to 32,768 
words. Peripheral equipment, such 
as a magnetic tape system, high- 
speed line printer, card reader/ 
punch, and electric typewriter, can 
can be added according to the user’s 
needs. N-4 


Compilers reduce 
programming complexities 
Just what are these computer 
“compilers” such as COBOL, AL- 
GOL, and a multitude of other de- 


Compilers increase computer employment 


vices with strange initials remini- 
scent of “new deal” days? This is 
a common question to the uniniti- 
ated in the mysteries of electronic 
data processing. 

The answer is that exotic de- 
Vices are part of the computer in- 
dustry’s mission to get full employ- 
ment from the problem-solving 
abilities of electronic computers. In 
the past, the chief barrier to a com- 
puter’s maximum employment has 
usually been the laborious and 
time-consuming programming re- 
quired to tell the machine what to 
do. Preparation of programs often 
took weeks and months for prob- 
lems, which, when finally entered 
into the computer, were solved in 
a matter of minutes. The main 
difficulty was that programmers 
were compelled to code instruc- 
tions for computers in an artifical 
“machine language” bearing little 
resemblance to the English or al- 
gebraic phrases normally used to 
express their problems. 
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ACME VISIBLE RECORDS, INC. 

2106 West Allview Drive, Crozet, Virginia 
Please send information showing examples 
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.. Spin nearly a quarter-million 5x3 con- 
sumer credit cards to users fingertips——at 
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space freed. Send coupon to see how Acme 
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Computer manufacturers, con- 
cerned about this difficulty, began 
throwing more of their program- 
mong talent into the creation of 
compliers. These are sets of instruc- 
tions entered into the computer that 
enable the machine to accept prob- 


lems stated in near-English and | 


near-algebra and convert them to 
machine language automatically. 


For, despite their magnificent 
mnemonic and computational capa- 
cities, computers are actually rather 
stupid and must be told precisely 
how to do everything. A compiler 
serves to “smarten” them up some- 
what. One of these compilers is 
based on ALGOL, the international 
alogorithmic language, introduced 
by Burroughs Corp. for its B220 
intermediate-scale computer _ last 
summer. This ALGOL compiler, 
put to work in scientific computer 
installations throughout the country, 
has produced two-fold results: First, 
time and expense involved in com- 
puter programming have been sub- 
stantially reduced. Second, it has 
become possible for relatively in- 
experienced personnel to prepare 
problems for entry into computers, 
thus freeing highly trained com- 
puter people for more essential 
tasks. 

But, what specifically, are com- 
pilers? In the case of the ALGOL 
compiler, it may be best to describe 
ALGOL first. This is a nearly pure 
algebraic notation adopted as a 
common international algorithmic 
language by a representative group 
of mathematicians and logicians in 
Switzerland in 1958. It consists of 
standardized signs and symbols that 
closely resemble those of ordinary 
algebra. 

The ALGOL compiler itself is 
contained on a reel of magnetic) 
tape. This tape is assembled from 
more than 5,000 punched cards that 
contain both machine language im 
structions and the symbols in AL 
GOL that will touch them off. The 
compiler, when running full tilt 
can generate 500 machine language 
instructions a minute. 

The programmer wishing to ust 
the computer first draws up a flow 
chart for his problem. This i? 
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Remarkable new Accogrip 


This is an instant binder. It secures your papers yet you 
don’t have to punch holes. 
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Secures as it organizes 
Accogrip is a spillproof desk organizer. Lets you quickly 
put away any papers you work with. Yet keeps them 
| teadily accessible at your desk or work table. Holds one 
sheet or hundreds (up to ¥” capacity). Ideal for let- 
ters, bills, memos, photos, reports, records, catalogs, 


blueprints, job sheets, legal or accounting papers—any 
size sheet. 
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Grips papers instantly 
Opens and closes at a touch of the finger. Keeps papers 
instantly on tap. Grips without marring. 


Which style for you? 


Letter, legal or special sizes. Clamp positioned side or 
top. Genuine pressboard in a range of colors. At your 
stationer’s now. 
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AUTOMATION IN THE OFFICE 


ager of its computer division. The 
basic 160-A is priced at $90,000, 
and is leased at $2,250 a month. 
(This price places the 160-A_be- 
tween Control Data’s 160, which 
sells for $60,000, and the large-scale 
1604, which sells for $1 million.) 
The basic 160-A computer is 
equipped with a magnetic core 
memory of 8,192 12-bit computer 
words, buffered input and output, 
program interrupt, and a list of 
91 instructions. The 160-A_ basic 
magnetic core memory can be ex- 
panded in modules up to 32,768 
words. Peripheral equipment, such 
as a magnetic tape system, high- 
speed line printer, card reader/ 
punch, and electric typewriter, can 
can be added according to the user’s 
needs. N-4 


Compilers reduce 
programming complexities 
Just what are these computer 
“compilers” such as COBOL, AL- 
GOL, and a multitude of other de- 


Compilers increase computer employment 


vices with strange initials remini- 
scent of “new deal” days? This is 
a common question to the uniniti- 
ated in the mysteries of electronic 
data processing. 

The answer is that exotic de- 
Vices are part of the computer in- 
dustry’s mission to get full employ- 
ment from the problem-solving 
abilities of electronic computers. In 
the past, the chief barrier to a com- 
puter’s maximum employment has 
usually been the laborious and 
time-consuming programming re- 
quired to tell the machine what to 
do. Preparation of programs often 
took weeks and months for prob- 
lems, which, when finally entered 
into the computer, were solved in 
a matter of minutes. The main 
difficulty was that programmers 
were compelled to code instruc- 
tions for computers in an artifical 
“machine language” bearing little 
resemblance to the English or al- 
gebraic phrases normally used to 
express their problems. 
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Computer manufacturers, con- 
cerned about this difficulty, began 
throwing more of their program- 
mong talent into the creation of 
compliers. These are sets of instruc- 
tions entered into the computer that 
enable the machine to accept prob- 
lems stated in near-English and 
near-algebra and convert them to 
machine language automatically. 


For, despite their magnificent 
mnemonic and computational capa- 
cities, computers are actually rather 
stupid and must be told precisely 
how to do everything. A compiler 
serves to “smarten” them up some- 
what. One of these compilers is 
based on ALGOL, the international 
alogorithmic language, introduced 
by Burroughs Corp. for its B220 
intermediate-scale computer _ last 
summer. This ALGOL compiler, 
put to work in scientific computer 
installations throughout the country, 
has produced two-fold results: First, 
time and expense involved in com- 
puter programming have been sub- 
stantially reduced. Second, it has 
become possible for relatively in- 
experienced personnel to prepare 
problems for entry into computers, 
thus freeing highly trained com- 
puter people for more essential 
tasks. 

But, what specifically, are com- 
pilers? In the case of the ALGOL 
compiler, it may be best to describe 
ALGOL first. This is a nearly pure 
algebraic notation adopted as a 
common international algorithmic 
language by a representative group 
of mathematicians and logicians in 
Switzerland in 1958. It consists of 
standardized signs and symbols that 
closely resemble those of ordinary 
algebra. 

The ALGOL compiler itself is 
contained on a reel of magnetic 
tape. This tape is assembled from 
more than 5,000 punched cards that 
contain both machine language 1 
structions and the symbols in AL 
GOL that will touch them off. The 
compiler, when running full tilt} 
can generate 500 machine languagt 
instructions a minute. 

The programmer wishing to ust 
the computer first draws up a flow 
chart for his problem. This i 


ADMINISTRATIVE MANAGEMENI 


eat’ ‘ 
A a | 
7 ! 
> | Re 
e This 
; don’ 
ee | 
. a 
; e a = EG 
| i i ——— round! # 
—¥ us Nt di ona ad ‘* % 
‘ ——P a a ~ _ oy 
as > ’ ar ae ~ é 
4 ae ' “ ow ba z 
1 : A Ps . 4 case Meg te a ae g ‘ 
Tee COE eg i 2 " en 
yi R 4 i + a =n Pod + 
: “i Ps ss i bi 
Accog 
| put a 
ae readil 
sheet 
sl ters, | 
| bluep 
| size s} 
te | 
L 
‘t (Circle No. 2 on Reader Inquiry Card) | ACC 
: | UNE 
eS aa . pts i tin, Ran = 2, : : : a a — ' ‘ sore a a , mM he , a ee 
a ree ae a a We ee o.. er q si. ee. - ee 


pare 
ters, 
som- 
ntial 


com: 
3OL 
ribe 
pure 
as a 
mic 
roup 
as in 
ts of 
that 
inary 


lf is 
netic 
from 
; that 
re ill 
. AL- 
The 
tilt, 


zuage 


o use 
1 flow 
is 10: 


EMENI 


5 


Remarkable new Accogrip Grips papers instantly 


This is an instant binder. It secures your papers yet you Opens and closes at a touch of the finger. Keeps papers 
don't have to punch holes. instantly on tap. Grips without marring. 
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Secures as it organizes Which style for you? 


Accogrip is a spillproof desk organizer. Lets you quickly —_ Letter, legal or special sizes. Clamp positioned side or 
put away any papers you work with. Yet keeps them top. Genuine pressboard in a range of colors. At your 
| teadily accessible at your desk or work table. Holds one _ stationer’s now. 

sheet or hundreds (up to ¥” capacity). Ideal for _let- 


ters, bills, memos, photos, reports, records, catalogs, AC Cc re | G ap i => 
blueprints, job sheets, legal or accounting papers—any 
size sheet. ACCO PUNCHLESS BINDER 
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BOARDMASTER VISUAL CONTROL 


vy Gives Graphic Picture — Saves Time, Saves 
Money, Prevents Errors 

vy Simple to Operate — Type or Write on 
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vy Ideal for Production, 
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Full price $4950 with cards 


FREE 
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Now quantity production 
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Write for free brochure. 
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dicates the process of solution that 
will occur within the computer. 
From this chart he will write down 
— in ALGOL — statement of this 
problem solution. To give a simple 
example, suppose he wants to find 
values of Y, given X, where: 
Sin X 
—x3 
Y= Vi+e 
In ALGOL this becomes: Y=Sin 
X/SQRT (1.0 + EXP (—X3.0) 
This accomplished, the program- 
mer retires to the key punch room 
and makes up punched cards list- 
ing this solution. He also creates 
cards listing values for the knowns 
and picks up an “identifier” card 
that will say to the computer, “This 
problem solution must be run 
through ALGOL compiler.” Stack- 
ing his punched card deck with the 
identifier in front, he enters it into 
the card reader. 
The cards are then _ processed 


BOOKS 


DATA PROCESSING, 1960 Pro- 
ceedings of the National Machine 
Accountants Association, Charles 
H. Johnson, Editor, National Ma- 
chine Accountants Assoctation, Mt. 
Prospect, Ill., 255 pp., $10.00 The 
complete spectrum of data process- 
ing is the challenge to which a dis- 
tinguished list of authors have ad- 
dressed themselves. These men, who 
are actively engaged in the acquisi- 
tion, interpretation, and dissemin- 
ation of business information, share 
their experiences with members of 
their association and other purchas- 
ers of this volume. 

Computer case histories abound. 
Examples are provided by such 
manufacturers as Burroughs, IBM, 
RCA, Minneapolis-Honeywell, Fri- 
den, and others. Most of the papers 
were presented at the association’s 
1960 conference in San Francisco. 

In addition to an entire section 
on automating the input to the data 
processing system, the book contains 
articles of broad interest to manage- 
ment persons not actively engaged 
in data processing. Examples are F. 
P. Fisher’s article on business appli- 
cations of operations research; John 
S. Woodbridge’s comments on the 


through the compiler, which pro. 


duces a program for the problem 
solution in the machine language. 
The computer automatically seizes 
upon this object program for di- 
rections on how to solve the prob- 
lem. 

What would be required if there 
were no compilers? The user would 
probably have to instruct the ma- 
chine in machine language (or some 
close relation) . This often involves 
the composition of page after page 
of multi-digit numbers such as these: 

1004, 0 0000 10 0512 

1005, 0 0000 12 1792 

1006, 0 0000 40 1792 


Since one instruction written in 
ALGOL can often touch off a large 
number of instructions in machine 
language, thanks to the compiler, 
the user, besides having a simpler 
code to work with, spares himself 
much tedious work in writing pro- 
grams. 


human factors in business electron. 
ics; and the report on the NMAA 
program to certify the capabilities 
of data processing personnel. 

This book offers enough informa 
tion at both levels—the uninitiated 
but curious, and the professional 
data processing technician—to jus 
tify its ten-dollar price. 
HISTORICAL STATISTICS OF 
THE UNITED STATES, Colonia 
Times to 1957, U.S. Department 0 
Commerce, Available through U.S 
Government Printing Office, Wash 
ington 25, D.C.,789 pp., $6.00. This 
volume is the successor to the much: 
used 1949 issue, which contained 
statistics about the United States 
during the period 1789-1945. Like 
its predecessor, it is a valuable sup 
plement to the annual Statistical 
Abstract of the United States. 


Why historical data? The answer, 
in the words of the Commerce De 
partment, is that few fields exist in 
which qualitative historical record 
cannot be clarified and enriched bi 
quantitative data. And this is what 
Historical Statistics does by congre 
gating a wealth of material in ont 
volume. 
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LOOK, MR. EXECUTIVE... 
pro- 
= How important is good letter writing in your business? 
“izes 
di- If you agree that good letters can make a real contribution to the 
rob. success of your company, you owe it to your organization to try our 
sie BETTER LETTERS training program. We can refer you to hundreds 
val of companies who will tell you that it has improved their letters. Many 
ma: say it has given them a completely new concept of business letter writing. 
ome 
wen BETTER LETTERS is a series of 38 four-page bulletins mailed to 
Bi subscribers at a rate of two bulletins every month. That's the way it 
was designed to be used and that's the only way we sell it. It provides 
continuing, sustained emphasis on good letter writing for an extended 
period--long enough for good ideas to become good habits. 
n in 
aes The bulletins are completely unpompous, as fresh as a daisy. 
nine . ‘ ° 
sles Top executives get such a kick out of them that they frequently write us 
ipler fan letters. Secretaries vie with one another to see who will be the first 
nselt to get her hands on the new issue. 
pro- 
Can effective letter writing training actually be enjoyable? Try 
BETTER LETTERS and see for yourself. The minimum subscription 
y Pp 
we accept is three months (six issues). It usually takes about that long to 
see that the service really works--it actually improves your company's 
ad letters. If you are not completely satisfied, your subscription may be 
ities canceled at any time on 30 days' notice. 
wees You're missing something! Why not join the 4,000 companies now 
‘iated using this service? Drop us a line and we'll send you the names of sub- xg 
ional scribers in your area who'll vouch for what we say about it. Better yet, 4 
7 send in your subscription on the attached coupon and judge for yourself. 
S OF 
lonia Good luck and good letters! 
ent 0! , 
1 US h B 
Wash John L. Beckley 
This Publisher 
much: ——Ss es = a a a i i a ae ee eee 
rained ORM ~T 
Sate] | RATE SCHEDULE ORDER FOR | 
Like SETTER LETTERS botietine eppeor twice © month. | To: The Economics Press, Montclair, N. J. 
e sup: Basic Subscription (one copy of each issue): | Please enter our subscription to BETTER LETTERS. | 
istical $2.00 per issue, $4.00 per month Send us copies of each issue (see rates on stub). 
2 Additional copies: 1-9 @ $ .50 per issue | Please also send us _____. vinyl! plastic binders, one of which you l 
nswer, 10-49 @  .40 per issve will supply free of charge. | 
: De Sees ae | We reserve the right to cancel this subscription on 30 days’ notice. 
ce 4 We supply a vinyl plastic binder for filing current l 
XISt 1 issues with each basic subscription. Additional bind- H NAME : TITLE 
ecords! ers are available at $2.50 each. Bills are rendered ‘ ] 
ned quarterly. J company 
s what THE ECONOMICS PRESS) 4 OS! AN Numoce- SS es eae — | 
ongre Montclair, New Jersey city sanemnenneieemnememenedtneeenes ae 
(Circle No. 16 on Reader Inquiry Card) 
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Safety talks for the employees . . . railroad manager O’Connor at the tape recorder. 


RAILROAD USES TAPE RECORDER 
TO HELP PREVENT ACCIDENTS 


TO the manifold uses of tape re- 
corders—radio broadcasting, stereo- 
phonic music, and recording baby’s 
first “Da-da” among them—has been 
added a new dimension: accident 
prevention. 

That’s how William J. O'Connor, 
vice president and general manager 
of the Colorado and Wyoming Rail- 
way, conducts an effective safety- 
on-the-job campaign among his 350 
employees. He tape records safety 
messages to be played during the 
lunch hours of the railroad’s crews. 

Previously, communications with 
the crews had been difficult be- 
cause they are widely scattered and 
many work night shifts. Neverthe- 
less, company officials felt it essential 
to reach the crews with periodic 


safety talks, since experiences of 
other companies have shown that 
concentrated emphasis on safety 
markedly reduces accidents. 

Then Assistant Yardmaster O. A. 
McAllister came up with a solution 
to the problem: tape recorded talks 
by the boss, which would instill in- 
terest—especially in the night crews 
—and could be played to crews of 
from five to thirty men. 

Applying the suggestion required 
a minimum of equipment. The com- 
pany purchased a Revere Model 
T-100 portable tape recorder and 
a supply of “Scotch” brand mag- 
netic tape No. 190. Phrased in 
typical railroad vernacular, the 
taped talks are informal and off- 


the-record; yet they clearly inform 
the men what is expected. 

Begun in November, 1957, the 
messages proved so effective that 
to date a total of 23 taped talks 
have been heard by virtually every 
employee in the company. A typical 
tape is replayed more than 25 times 
during the month it is in circula- 
tion. The tapes are also played in 
departments of C & W’s parent com- 
pany, the Colorado Fuel and Iron 
Corp. 

Although Mr. O'Connor feels that 
the program has not been in prac 
tice long enough to judge its over- 
all effectiveness, he notes that many 
of the minor accidents have been 
avoided since the new emphasis on 
safety began. 
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STEEL COMPANY USES CONVEYOR 
TO SPEED ORDER PROCESSING 


CONSTANT SPEED mechanical 
conveyors have long been used in 
the assembly of manufactured prod- 
ucts. Now, such a system is moving 
orders, mail, internal correspond- 
ence, files, and other lightweight 
material from desk to desk, room 
to room, and floor to floor in the 
five-story Chicago headquarters of 
Joseph T. Ryerson & Son, Inc. This 
firm operates a service center there 
for the processing and sale of steel, 
aluminum, industrial plastics, and 
metal fabricating machinery. 

The system consists of a drive, 
chain, track made of steel tubing, 
and paper carriers. It travels both 
horizontally and vertically, and 
makes 180-degree turns within a 
two-foot radius. Carriers are affixed 
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to the chain one foot apart, which 
gives the desired frequency at un- 
loading stations. The chain moves 
35 feet a minute to allow time for 
attachment of papers as it moves 
through work areas. 

The system at Ryerson, manufac- 
tured by Chainveyor Corp., uses 
paper carriers designed by Syracuse 
Supply Co., Syracuse, N. Y. These 
carriers have a release mechanism 
that automatically drops papers at 
appointed places, according to a 
color code that identifies the carrier 
and its unloading station. 

Reasons for installation of the 
system—and its advantages—are best 
summed up in terms of customer 
service. Buyers of steel, aluminum, 
and other Ryerson products de- 


hd ie 


Better service for steel buyers . . . telephoned order goes on mechanical conveyor. 


mand prompt delivery. One way to 
speed shipment is to see that orders 
keep moving steadily and are not 
allowed to pile up at any point. By 
cutting the time consumed in move- 
ment of paperwork, paper process- 
ing is stepped up in all areas. The 
result is less time between receipt 
of order and loading of material 
for delivery. 

The evenly spaced flow of paper, 
as contrasted to the former hourly 
pick-up, has contributed to clerical 
efhiciency. Messenger service in areas 
served by the system is now a thing 
of the past. And, as Robert Jackson, 
Ryerson’s manager of office service, 
adds, “the mechanical conveyor 
hasn't eaten lunch or taken a coffee 
break since it was put in.” 
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: The boss 
was a beast 


Wilbert Scheer, personnel director 
of Illinois Blue Cross-Blue Shield, re- 
vealed 34 ways an executive can keep 
his desk clean in an article published 
in American Business magazine two 
years ago. Because many readers have 
inquired about the article since that 
magazine was absorbed into Adminis- 
trative Management, the 34 methods 
are summarized here: 

1. Divide your work into three parts: 
(a) tasks your assistants can do, (b) 
| details your secretary can handle, and 
(c) projects you must do yourself. 

2. Select your most promising as- 
sistant and work with him until he 
learns how to handle a good deal of 
your work. 

3. Quit trying to keep your fingers 
in every pie. Constant checking and 
“standing over” people makes them 
nervous and slows them down. 

4. See that you and your assistants 


PENDAFLEX’ 


Pei i have the best office equipment. 

| 5 5. Follow the management-by-excep- 
tion principle. Delegated work should 
be brought to your attention only if 
something seems wrong or out of line. 


Mi High office costs had him nervous as 

a cat. Pounced on every little delay; 
fought inefficiency tooth and nail. 

Pendaflex hanging, sliding file 

folders changed all that. Oxford 

@ Pendaflex folders ride on metal rails 

5 .. . operate with a machine-like effhi- 

ciency that puts office costs on the 

skids. Exclusive “keyboard” selection 

makes misfiling practically impossible, 

: eliminates Jost correspondence. And 

; fast filing is easy when you have 

finger-tip control on all file drawers. 

The boss is calm now; a real cool 

cat. Oxford Pendaflex is his pet. Why 

don’t you get all the facts—plus a 

FREE File Analysis Sheet and com- 

ay plete Oxford Catalog. The coupon 

"i is below. 


6. Train your subordinates to sub- 
mit possible solutions for your final 
approval. 

7. Avoid the “‘let’s call a conference” 
habit. Continual staff meetings not 
only interrupt people’s work, but they 
achieve little because your subordinates 
wait for your viewpoint. 


8. Once you have delegated jobs, 
don’t meddle. Ideally, every office duty 
should be performed by the lowest 
paid person qualified to handle it. 


9. Your secretary was hired to assist 
you. A good secretary can save up to 
one-half of your time—if you let her. 


s Oxford Filing Supply Co., Inc. 10. Authorize your secretary to 
“ Garden City, New York \schedule your appointments. 
“ In Toronto, Luckett Distributors, Ltd. | 11. Let your secretary take com- 


_plete charge of the files. 
| 12. Dictate in the morning. This 
gives your secretary time to transcribe 
your work neatly and accurately. 
13. On simple correspondence, pencil 
brief notes and let your secretary com- 
| pose replies for your signature. 
14. Set aside a few minutes each 
| morning for your secretary to check 
instructions and ask questions. 
| 15. Give your secretary a list of 
people you will see or talk to per- 
“File Analysis Sheet” and 60 page Oxford 


; 
| sonally y call. 
Catalog of Filing Systems and Supplies. baer ly if they call : 
NAME 16. A competent secretary usually is 


eaten /good at details. (That’s why she is a 
eTreer | secretary rather than a stenographer.) 
| Let her handle your detail work. 

17. Good equipment will help your 


Oxfo rd 


_ FIRST NAME © 
IN FILING 


| 
OXFORD FILING SUPPLY CO. - 4 


19-6 Clinton Road, Garden City, N 


Please send full Ticciailie on 


| Pendaflex “filing machines” plus free 


CITY. ZONE STATE 
—————— ee 
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Tips for the Office 


34 ways to keep your desk clean 


secretary organize her work and pro- 
duce more. 

18. Let your secretary prepare rough 
drafts of reports you must make for 
you to edit and approve. 

19. Turn over travel and meeting 
arrangements to your secretary. Women 
have a knack for the role of hostess. 

20. Schedule and evaluate your own 
work. Get out of the woods to look 
at the trees occasionally. 

21. Arrange your work to dispose 
of those things that can be handled 
promptly. 

22. Concentrate on the unpleasant 
or difficult jobs first. get them out of 
the way while you are fresh. 

23. However, stop wrestling with a 
problem that has you licked for the 
moment. Put it aside and come back 
to it when your mood and mind 
toward it have improved. 

24. Keep work on top of your desk 
where it will haunt you. 

25. Put your miscellaneous duties 
on trial periodically. You may discover 
that some of them are merely habit 
and are no longer necessary. 

26. Develop shortcuts wherever pos- 
sible. For example, writing your reply 
to a memo at the bottom instead of 
dictating a formal answer saves time 
and money. 

27. Avoid the time-consuming habit 
of documenting everything. In some 
cases, a telephone call may not only 
be quicker, but actually better than 
some slower form of communication. 

28. Learn to make decisions more 
quickly. Make the decision when the 
problem is posed, and the job is done. 


29. Take time to communicate with 
others who may be interested or in- 
volved with you in a project. A few 
minutes spent at the start to explain 
something can save endless hours later 
by preventing misunderstandings or 
fuzzy instructions. 

30. Discourage visitors and interrup- 
tions, especially when they do not per- 
tain to your job. 

31. Try to say “no” to some of 
the requests made of you. These invi- 
tations can be cruel demands on your 
time and energy. 

32. Concentrate more on your work 
and less on maintaining the symbols 
of status. 

23. Accept responsibility and dis- 
charge it with confidence. Don't look 
for a crutch to lean on. 


34. Finally, don’t let your brief case 
become a grief case. 
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MAGIC .<MATRIX used in Verifax Copier 
cuts office copying costs up to 50%! 


Studies by systems men show that in 
most cases at least 2 extra copies of 
letters, reports and other office rec- 
ords are needed to keep everyone 
informed. 


And here is how Verifax copying 
can trim your costs up to 50% be- 
cause you don’t have to pay first- 
copy price for each extra copy. 

Cost of the first Verifax copy in- 
cluding sheet of Magic Matrix is only 
about 9¢. Each extra copy made from 


this matrix (and you can get at least 
four) costs less than 1¢. 


And these Verifax copies are dry, 
complete, easy-to-read . . . are made 
on bond-type paper. But see for your- 
self. Compare copy costs with any other 
method. 


For free Verifax demonstration in 
your office, call your local Verifax 
Dealer. (See Yellow Pages under 
duplicating or photocopying ma- 
chines.) Or mail coupon for informa- 


Verifax’ Copying GIVES YOU EXTRA COPIES 
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FOR LESS THAN 1¢ EACH 
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tion about all Verifax Copier models 
and short cuts in office routines. 


Prices quoted are manufacturer’ s 

suggested prices and subject to 

change without notice. 

eoeeeereeeeeeeeeeeeeeeeeeeee 

* Eastman Kodak Company 
Business Photo Methods Dept. 
Rochester 4, N.Y. 
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Send free booklet on short cuts and 
savings with Verifax copying. 
(] Check here if you now have a 
Verifax Copier. 
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ADMINISTRATIVE MAN- 
AGEMENT sponsors the 
“Office of the Year” 
awards, given each 
year for the past 11 
years to the nation’s 
six leading new offices. 


:% IS YOUR OFFICE A GLORIFIED BOX? 


E. F. Hauserman’s Signature movable wall system uses natural woods, 
fabrics, and glass. Panels are two and one-fourth inches thick. 


Proper treatment of office walls enhances aesthetics, efficiency 


By WALTER KLEINSCHROD 


A NOTED office architect once said 
his job, when reduced to essentials, 
amounted to putting companies 
into glorified boxes. 

Facetious as it sounds, his remark 
contains an element of truth worth 
noting when investigating floors, 
ceilings, walls, and the things that 
go on and into them. 

You can have the finest watch 
mechanism in the world, but unless 
you “box” it—encase it—its useful- 
ness is impaired severely. 

Similarly, you can have the most 
efficient office in the world, with 
internal systems second to none, but 
unless you “box” it within the 
proper top, bottom and sides, its 
usefulness is also in grave jeopardy. 

It can be jeopardized by sheer 
noise. Insides of boxes reverberate 
wonderfully well—annoyingly well. 

It can be jeopardized by inflexi- 
bility. That compact, square enclo- 
sure you have today, neatly subdi- 
vided with its cubiform rooms, may 
be excellent for now —but what 
about five years from now when 
your firm has grown, departmental 
relationships have changed, and ad- 
ditional personnel crowd your 
space? 

And to strain the box analogy 
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This glass-paneled clerical area at Simmons Co. is work of Designs for Business. 


Walnut paneling, matching furniture (above) 
create atmosphere of Southern comfort at 
First Citizens Bank and Trust, Raleigh, 
N. C. Fiberglass textured ceiling board 
absorbs sound at Gulf Oil Co., Philadelphia. 
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just a bit further, there are boxes 
with fine wrappings which impress 
the beholder and build up the im- 
portance of whatever the box con- 
tains. And then there are boxes 
which may well contain diamonds, 
but whose shabbiness and_ soiled 
appearance speak ill of the whole 
package. 

‘ a Syd 4, Yi q y It is no different with offices—the 
pa REDE Ab . company within them may _ be 


among the most reputable, most et- 
ficient, with the best of products or 
services to offer. But package it 
poorly, with lackluster surfaces on 
its floors, walls and ceilings, and the 
public cannot help but regard the 
organization in a poor light, too. 
So, in planning this basic encase- 
ment for its offices, management 
must weigh and integrate many fac- 
tors: acoustical properties, flexibil- 
ity, aesthetics—to say nothing of ease 


Chinese Coromandel screens were selected by Tom Lee for offices of Chanel, Inc. 
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Artist Bernard LaMotte did this mural of Paris for Bourjois Perfumes, New York. 
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CUT FILING COSTS IN HALF WITH VERTI-FILE 
+> OLD WAY 


“ You can actually save up to 50% in equipment costs when you convert from 

conventional drawer filing to the vertical shelf concept perfected by Royal’s 

DeLuxe VERTI-FILE* system. This is because VERTI-FILE cabinets cost no more but 

hold twice as much. Savings in floor space, too, run as high as 58% because 

VERTI-FILE substantially reduces required aisle width by eliminating space- 

consuming drawers. This advanced idea in record-keeping makes filing up to 

35% faster, easier, more accurate. DeLuxe VERTI-FILES by Royal bring you all th 
the advantages of open-shelf filing, including maximum visibility, ease of access 

See how a VERTI- FILE . ‘ - : ) ; 7 , DELUXE * 

eaaaatien oun sive you and entry, fully adjustable shelving, and “security-lock” doors if desired. DeLuxe’s 

Nou start saving the mo- exclusive “Equalizer” feature insures easy opening of VERTI-FILE doors wer. 
ever pressure is applied. Steel construction and baked enamel finish give 

VERTI-FILE units the quality appearance of fine office furniture. And there is no need to buy new 

folders or change your existing system. Write today for complete information to DeLuxe Metal Products 

Division, Royal Metal Manufacturing Company, Dept. 6-F, One Park Avenue, New York 16, New York. —*1.w. REG. U.S. PAT. OFF. 
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of maintenance, service life, and the 
cost of installation. All of these 
things, moreover, must suit and 
complement the inner work-flow 
patterns and “image” of the com- 
pany involved. 

The matter of acoustics is as im- 
portant as any that enters the pic- 
ture. Recent estimates are said to 
show that noise costs American 
business $4 million a day. An inde- 
pendent study turned up the finding 
that in 61 per cent of the corpora- 
tions checked, executives said they 
knew of serious noise problems in 
their offices—problems cutting effi- 
ciency, cutting morale. The inves- 
tigators then asked executives who 
had done something about their 
noise problem: “What benefits were 
obtained in your office by noise 
reduction?” Their findings—as pub- 
lished in Digest of Practical Acous- 
tics, a booklet copyrighted by United 


Noise costs American business $4 million 


States Gypsum Co.—showed that: 
—Sixty per cent of the respondents 
reported improved employee morale. 
—Forty-nine per cent reported 
more effective use of the telephone. 
—Forty-eight per cent claimed im- 
proved accuracy of typing and cleri- 
cal work. 
—Thirty-four per cent said that 
work volume had increased. 


Offices noisy as factory 

The clacking of typewriters, 
whirring of business machines and 
buzz of conversation in the average 
stenographic room—says a pamphlet 
distributed by Wood Office Furni- 
ture Institute — equals that of the 
average machine shop: around 70 
decibels. This exceeds the noise in 
an average restaurant or congested 
department store, and lies only 20 
decibles from the din of a news- 
paper pressroom or nearby jack- 
hammer drill. 


There are many ways to cut this 
clamor. Acoustical tiles on ceilings 
will do it. Carpeting will do it. In 
narrow areas with not much floor 
or ceiling area it is best to let the 
walls do it, by means of sound- 
absorbing panels, draperies or, 
again, tiles. Most firms use a com- 
bination of methods. At Parke, 
Davis’ new research center in Ann 
Arbor, Mich.—one of this maga- 
zine’s 1960 Office of the Year win- 
ners — administrative areas were 
planned with one acoustic surface 
apiece. One room may use carpet- 
ing. Another would use ceiling tile. 
Skidmore, Owings & Merrill engi- 
neers, in planning the center, de- 
creed that the single-surface method 
was insufficient to cope with the 
decibel count in this scholarly, cam- 
pus-like place. 

Also influencing the choice of ma- 
terial, of course, are those other 


SETTING: 
DESIGNERS: 
PARTITIONS: 


PLANNED COORDINATION 
WALSTON & COMPANY 
L. G. SHERBURNE ASSOCIATES 


CURTIS CUSTOM “SLIM-LINE” 


“Slim-Line” .. . precision slide-in partitions for today’s clean, modern look. 
Teakwood inserts in slimmer, sturdy aluminum extrusions add subtle warmth 
to open glass areas. Lightweight and fully interchangeable members . . . 
easily, economically installed or re-arranged. 


(Circle No. 10 on Reader Inquiry Card) 


Our pleasure is to serve you .. . ask for our four-color catalog. 


CURTIS PARTITION CORP. e 728 Liberty Avenue, North Bergen, N. J. e UNion 4-2085 
Direct N. Y. Phone BR 9-8476 
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aday in lost work 


considerations alluded to earlier. 

Appearance. Today's acoustic 
tiles come in all manner of textures, 
tones, and designs with various 
sound absorption coefficients. New, 
patterned tiles, with exotic titles 
such as Tahiti, Autumn Leaves and 
Rhapsody, and suitable for recep- 
tion rooms and other commercial 
interiors, have been recently intro- 
duced by Armstrong Cork Co. Last 
year Celotex unveiled five sculp- 
tured mineral-fiber ceiling designs 
with such names as Empress, Mon- 
arch and Modulo. U.S. Gypsum has 
a full Acoustone line of tiles in 
numerous patterns. Many additional 
lines are available from other man- 
ufacturers. 


Carpeting costs less 


Use. In addition to the rather 
general notion—the words “rather 
general” are used advisedly because 
there are exceptions — that carpets 
go in executive areas and hard-floor 
coverings go in work areas, there 
are other considerations of use-plus- 
practicality to keep in mind. There 
is the claim for carpets’ acoustical 
properties made by the Carpet In- 
stitute, that reverberation chamber 
tests of air-borne noise showed “four 
out of five carpets . . . had a range 
of performance equal to many ac- 
ceptable acoustical materials — a 
Noise Reduction Coefficient of 
50-60. Their average N.R.C. was 
5.” The same source also claims 
that “carpet costs less to maintain 
than non-carpeted floors, under any 
condition of traffic and soil. Savings 
range from 50.7 per cent in heavy 
conditions, 40.3 per cent in medium 
conditions, 42 per cent in light con- 
ditions.” 

Costs. This involves more than 
the initial price you pay to have the 
stuff put in. To ascend to ceilings 
again—and this jumping from topic 
o topic is done deliberately, to 
illustrate the essential unity and the 
need for integrated planning of the 
‘box” we're considering—the cheap- 
ést tiles (in the short run) may not 

cheapest in the long run. Un- 
treated wood fiber tiles, for example, 
are combustible. Their use might 
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In office chairs, 


look for 


HARDWARE BY BASSICK 


... world’s largest manufacturer of casters and 


TORSION BAR 


8 


“*Flo-Tork”’ tilt mechanism. 


Hooded office-chair caster. 


THE 

BASSICK COMPANY 
BRIDGEPORT 5, CONN. 
IN CANADA: 
BELLEVILLE, ONT. 


(Circle No. 5 on Reader Inquiry Card) 


office chair tilt mechanisms 


Whether you’re looking for comfort, appearance, 
floor protection, or longest possible life for office 
chairs, here are two ways hardware by Bassick— 
world’s largest maker of casters and office chair tilt 
mechanisms — can help you get it. 


“Flo-Tork” chair control. Here’s an outstanding 
Bassick contribution to office chair styling. Bassick 
“Flo-Tork” tilt-chair mechanism does away with 
unsightly coil springs beneath the chair seat, gives 
chair a trim, functional silhouette. It’s smoother- 
acting, more comfortable, too, and easy to adjust 
for your weight while sitting upright and naturally 
in the chair. 


Non-marking office chair casters. Floors are 
cleaner, and easier to keep clean, when your office 
chairs and furniture move on Bassick casters. They 
are easy rolling and easy swiveling, and stay quiet 
for the life of the chair. 


These are just two samples of Bassick’s broad line 
of casters, tilt-chair mechanisms, glides, rests and 
floor-protectors for office chairs, furniture and 
equipment. Look for the “Bassicks” on the chairs 
and equipment you buy. They mean extra value in 
comfort, reliability and life. 1.29A 


__————__ 
Excellence 


Bassick 
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| DESIGN | 


affect insurance rates. Wood fiber 
tiles are available, however, with 
flame resistant finishes. Mineral 
tiles, on the other hand, inherently 
non-combustible, are more common 
in commercial buildings for that 
reason. There is the cost of main- 
tenance to consider. Most acoustical 
ceiling materials need no more up- 


Acoustical ceilings need little upkeep 


keep than an occasional wiping with 
a damp cloth (though care should 
be taken not to subject them to 
heavy dousings of water). With 
glass, fiberglass or plastic ceiling 
panels this poses less of a problem. 
And there is the life of the material 
to consider—especially in flooring! 

With walls, a vast subject in them- 


) ' | 
BORROUGHS | 


CABINETS 


send for illustrated price list 


binations. 


Y ie 


ill 


values! 


they’re tops in 
everything... 
read on... 


IN A FEW words, here’s the 
Borroughs cabinet story. Bor- 
roughs features open-face, slid- 
ing-door, and swinging-door 
cabinets in a choice of heights 
and depths .. . all styled to 
harmonize with any decor... 
all designed for top-rated per- 
formance .. . all built for long, 
durable service. See them at 
your dealer’s. 


Borroughs shelves are ad- 
justable without bolting ... 
and Borroughs Cabinets can 
be arranged in various com- 


BORROUGHS manuracturinc company 


OF KALAMAZOO 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3036 NORTH BURDICK ST. amnp KALAMAZOO, MICHIGAN 
® 
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selves, all these considerations re- 
appear with a few new ones. They 
forever pose a basic decision for 
management: do we make them 
permanent or moveable? How do we 
cover them—paint? wallpaper? fab- 
ric? Do we decorate them in any 
special way? Do we run them from 
floor to ceiling, thus blocking ex- 
cess noise? Or do we keep the 
majority at partition height to per- 
mit freer air flow? 


Determine wall costs 


One neat compromise of these 
last two problems is afforded by 
something called Return Air-Vent 
Silencers in Koppers’ metal prod- 
ucts division’s Aircoustat line. The 
silencers fit into doors, walls or ceil- 
ings as air vents, yet, according to 
Koppers, they “stop the transmission 
of noise.” 

To meet other problems, various 
wall and partition manufacturers 
have come up with a multitude of 
solutions. Modern Partitions offers 
moveable walls in four main groups: 
Executive walls with rich-looking 
finishes; glass Ful-Lite walls for 
light control; hole-punched acousti- 
cal walls with sound-baffle cores, and 
low-cost, enamel-on-“presdwood” 
walls in the Budget line. This com- 
pany and others also offer partitions 
of various heights and widths, from 
which office planners can tailor in- 
numerable layouts. Moveable _par- 
titions, moreover, permit changes in 
layout with only a minimum amount 
of unbolting, pulling, hauling, and 
re-assembly. Whether they are al- 
ways more economical than perma: 
nent walls is a matter of some 
conjecture. 

Parke, Davis’ center in Ann Arbor 
provides an interesting case here 
again. After studying the needs of 
the $13.5 million facility, and meas 
uring this against a private rule-of- 
thumb that says moveable walls pay 


for themselves only after they've) 
been moved three times, the de| 


signers installed most walls perma 
rently, leaving it to moveable 
panels to seal off (or open up) 
doors, alcoves and areas as changing 
needs dictate. 


ADMINISTRATIVE MANAGEMENT 
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Walls, floors, ceiling must be coordinated 


One moveable-partition manu- 
facturer, however—the E. F. Houser- 
man Co.—in a study comparing the 
cost of its wares with masonry walls, 
asserts that even at the outset, move- 
able floor-to-ceiling walls are about 
$1 cheaper per linear foot than 
masonry. The walls used in the 
comparison were steel moveables 
with baked-enamel finish, complete 
with doors and hardware, as against 
a 9foot 3-inch gypsum-and-plaster 
wall with doors and hardware. 

Flexible in another way—in the 
variety of materials which may serve 
as panel insets—are post-and-pilaster 
systems offered by several firms. 
Aetna Steel Products offers an 
Aetnawall-Perspec line which allows 
this diversity, as well as other more 
basic lines including its widely used 
Types A and B. A very spare system 
of extruded aluminum posts, accom- 
modating glass or plastic panels, is 


available from ODI of New York. 
But this by no means exhausts the 
list of sources in this area. 

Little has been said thus far about 
color and decor. Again this is not a 
thing apart, but a consideration 
tying in with office brightness, main- 
tenance and morale. One may “like” 
dark colors, but one must use them 
with care if one is at all conscious 
of the cost of electricity—the cost of 
the extra electricity needed to supply 
the extra candlepower that light- 
colored walls could have reflected. 
Frame is essential 

Naturally, for aesthetic reasons, 
color and decor require harmony ol 
tone and hue. Once more walls, 
floor and ceiling interact upon one 
another, becoming no more than the 
elements of a functioning whole. 

Actual wall-decor treatments are 
just about as plentiful and varied as 
the human mind can devise. More 


walls...partitions... bankrai/... modern has it all! 


oe 


(Circle No. 29 on Reader Inquiry Card) 


and more, companies are decorating 
the wide walls of reception areas, 
board rooms and corridors with 
wallpaper “murals” like the ones on 
page 52. More and more, homelike 
alcoves with shelves, books, and 
sculpture reproductions are filling 
executive suites, lounges and the 
like. Even Oriental screens are used 
to stunning effect. 

In short, offices are the important 
mechanisms that control our corpo- 
rations. Their inner health and life 
is a paramount management con- 
cern. But the structures in which 
that life resides—the boxes that hold 
it—are concerns of hardly less im- 
portance. 

The well planned office, like a 
well composed painting, is, by itself, 
a pleasure to behold. But this 
doesn’t mean we dispense with the 
frame. Indeed, it makes the frame 
essential. 


for modern offices... modern partitions! 


Modern can supply you a surface for every need— 
a size for every space—a price for every budget— 
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q Portable dictating 


Exhibited recently at the OEMI 
Business Equipment Exposition was 
the Stenorette-Versatile portable 
dictating machine, powered by pen- 
light-size mercury dry-cell batteries 
that are said to give approximately 
60 hours of dictation. An AC power 
pack accessory will allow the unit 
to be operated from 110 V_ house 
current. Machine weighs 6 Ibs., and 
gives up to 45 minutes of contin- 
uous dictation on a reel of magnetic 
tape. Transcribing accessories are 
also available. DeJur-Amsco Corp., 
45-01 Northern Boulevard, Long 
Island City 1, N. Y. 

Circle N-6 on Reader Service Card 


4 Modern swivel chair 


Executive swivel chair with tor- 
sion bar control has a welded wire 
mesh frame covered with a_poly- 
urethane foam cushion that is then 
covered with a choice of upholstery. 
Model 41300 shown is one model in 
a complete line of Harwood execu- 
tive furniture. Harter Corp., Sturgis, 
Mich. 


Circle N-7 on Reader Service Card 


For more information circle numbers on reader service card. 


q Executive desk 


Most recent model in the 1000 
series of contemporary furniture is 
the 1072 executive desk. Top is of 
oiled finish walnut veneer; legs and 
trim are satin chrome finish. The 
72-inch double pedestal desk is con- 
structed of steel and provides a 
6-inch overhang on both ends and 
at the back. The General Fireproof- 
ing Co., Youngstown, Ohio. 


Circle N-5 on Reader Service Card 


4 Diazo reproduction machine 


Letter-size copies are cut to size 
and stacked by the Copyflex Model 
61 diazo reproduction machine in 
one continuous operation. Intro- 
duced at the OEMI Business Equip- 
ment Exposition, the machine is 
also designed for high volume pro- 
duction of 11 by 17-inch copies. The 
machine ejects one set of originals 
at the end of a production run, in- 
serts another set, and without it 
terruption, produces copies at a pre- 
set quantity. The unit requires 
220 V., 60 cycle, single phase, 35 
amp alternating current. Charles 
Bruning Co., Inc., Mt. Prospect, Ill. 


Circle N-8 on Reader Service Card 
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4 Multi-purpose tapes 

Transparent, self-sticking tapes 
are available in 20 solid colors and 
10 patterns ranging in widths from 
1/32 to one-inch. The nonreflecting 
surface of the tape and the non- 
oozing adhesive used is said to guar- 
antee perfect reproduction. ACS 
Tapes Inc., 217 California St., New- 
ton 58, Mass. 

Circle N-9 on Reader Service Card 


A Film scanner 


A sharp image of uniform inten- 
sity is projected on a 1014 by 12- 
inch screen of the model 4305 Film- 
card Reader. The unit is 2314 
inches high, 11 inches wide, and 
19 inches deep, and has a 14X mag- 
nifying power. Film is protected by 
a glass film gate carrier; a scanning 
device allows rapid viewing of se- 
lected film image. Eugene Dietzgen 
Co., 2425 N. Sheffield Ave., Chi- 
cago 14. 


Circle N-1® on Reader Service Card 
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A Safe paper cutter 

The Triumph Jr. paper cutter 
has a lever clamping device that is 
said to be both safe and economical. 
One hand is used on the blade 
handle, another on the clamp han- 
dle to clamp and cut the paper in 
one motion. The unit has a 10-inch 
cutting width, and will cut a thick- 
ness of 114 inches. Back gauge can 
be removed to cut any length of 
paper. Michael Lith Sales Corp., 
145 W. 45th St., New York 36. 

Circle N-11 on Reader Service Card 


4q Overhead projector 

The Thermo-Fax overhead pro- 
jector, displayed at the OEMI show 
recently, weighs 30 pounds and 
easily folds into a traveling case. 
The projector uses a full-size 10 by 
10-inch aperture on the projection 
stage, a 14-inch focal length and an 
f 3.5 lens. An audio kit and slide 
attachment designed for use with 
the standard projector are also avail- 
able. Minnesota Mining and Mfg. 
Co., Dept. L1-144, 900 Bush Ave., 
St. Paul 6, Minn. 

Circle N-12 on Reader Service Card 


q Transistor recorder 
The fully transistorized Phono- 
Trix “88” tape recorder uses three 
“C” cells and three penlight bat- 
teries or A.C. outlets. The dual- 
track magnetic tape medium pro- 
vides 70 minutes of recording time. 
Standard equipment is a micto- 
phone with start/stop controls. 
Matthew Stuart & Co., Inc., 156 

Fifth Ave., New York 10. 
Circle N-13 on Reader Service Card 
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NEW sysTEMs AND EQUIPMENT 


q Portable camera 

The P.D.C. microfilm camera can 
be used as a motor-driven desk unit 
as well as a portable scanning cam- 
era for maps, drawings, and bound 
books. The camera is 4 by 9 by 
1314 inches in size and weighs 7 
pounds with motor intact. Micro- 
dealers, Inc., 1560 Trapelo Rd., 
Waltham, Mass. 


Circle N-14 on Reader Service Card 


q New calculator 

The new Bohn Contex 20 por- 
able electric calculator, seen re- 
cently at the OEMI show in New 
York, weighs 7 pounds. It is 10 
inches in length, 7 inches in width, 
and 334 inches in depth. Price, ex- 
cluding F.E.T., $235. 

Circle N-15 on Reader Service Card 
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q “Space” chair 

Executive seating has been given 
a “floating” appearance with the 
new President “Space Chair.” The 
walnut frame swivel chair is 24 
inches wide and deep with a 24- 
inch arm height. A special torsion 
bar mechanism is said to make the 
chair almost tip-proof. Carlton- 
Surrey, Inc., 1516 Blaine Ave., S.E., 
Grand Rapids, Mich. 

a Circle N-16 on Reader Service Card 


4q Decorative clock 

Four trees are the motif in this 
decorative wall plaque from a 
“Danish Modern” collection. The 
clock is powered by a single, 11/-volt 
flashlight battery that is said to run 
the 7-jewel timepiece for 12 to 15 
months. Plaque measures 4114 
inches by 111% inches and is finished 
in walnut against a white back- 
ground. Syroco, Inc., Div. of Syra- 
cuse Ornamental Co., Inc., Syracuse 
2, M.. ¥. 

Circle N-17 on Reader Service Card 


4 Compact refrigerator 

The Astral portable spot refrig- 
erator has no moving parts (guaran- 
teed silent), thermostatic control, 
and operates on 6 to 220 volts. 
Exterior dimensions are 21 1/5 
inches deep, 2114 inches wide, and 
25 2/5 inches high. Morphy-Rich- 
ards, 232 S. Van Brunt St., Engle- 
wood, N. J. 

Circle N-18 on Reader Service Card 


4q Data punch 
Designed to eliminate transcrip- 
tion errors, the Data Punch allows 
information to be verified before 
punching. The area to be punched 
is selected by a field indexing gauge; 
the data to be entered is positioned 
by a series of keys (information is 
visible on dials for verification), 
and then punched by depressing an 
operating lever. Unit accommodates 


80 or 5l-column cards as well 4s | 


multiple-part card sets. The Data 
Punch was recently introduced at 
the OEMI Business Equipment Ex- 
position. Addressograph-Multigraph 
Corp., 1200 Babbitt Rd., Cleve- 
land 17. 

Circle N-19 on Reader Service Card 
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VERTICAL 
BLINDS 


of Du Pont 
Tontine® Triglas 


allow full light control 


in new 


1 Chase Manhattan Plaza 


Modern throughout, 1 Chase Manhattan Plaza has vertical louvered 
blinds in every one of its 8,800 windows. ‘‘Tontine” Triglas* 
vinyl-coated woven glass fabric gives offices a smart new look. 
Blinds are neat . . . easy to clean . . . rotate to permit light desired 
and slide like a drapery to either side of window. They're dimen- 
sionally stable... resist curling, twisting, bowing or distortion. 
Long-lasting matte white finish reflects solar heat . . . helps keep 
rooms cool. Blinds fit windows of any size. Du Pont makes fabrics 
used . .. does not manufacture the blinds. Send coupon for free 
swatches of “‘Tontine”’ Triglas. 


GU POND 


“16 us parr 


BETTER THINGS FOR BETTER LIVING 


*Reg. U.S. Pat. Off. $2,956,917 


Tontine’ Triglas 


Washable Window Shade Cloth 


THROUGH CHEMISTRY 
(Circle No. 52 on Reader Inquiry Card) 


Executive office in the new 60-story Chase Manhattan Bank Building furnished with opaque vertical louver blinds providing soft, non-glare light. 


SEND COUPON FOR SAMPLE SWATCHES 
AND FURTHER FACTS ABOUT TRIGLAS... 


pocfclctrrrnrnre ee 


E. |. du Pont de Nemours & Co. (Inc.) 
Fabrics Division AR-1-6 
Wilmington 98, Delaware 


Please send swatches of ‘‘Tontine”’ Triglas 
vertical louver woven glass fabric and names 
of manufacturers of vertical louvered blinds. 
Name__ a 
Position___ _ 
Company. 
aon 
City___ a 


State__ ieaniie 
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NEW systems AND EQUIPMENT 


A Insulated record safe 


An insulated visible record safe, 
model 2224, protects two 5 by 8-inch 
record cabinets from fire and theft. 
The safe door, equipped with three 
line locking bolts, pulls down to 
provide a work area. The safe ex- 
terior is 2614 inches wide, 3214 
inches deep and 2834 inches high. 
Ever-Safe Co., Div. Schwab Safe Co., 
Lafayette, Ind. 

Circle N-21 on Reader Service Card 
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q Saddle stapler 


The new Swingline 615 stapler 
is designed for stapling together up 
to 120 pages. The lightweight 
stapler can be fastened to the desk 
and has a padded bottom to prevent 
scuffing. Large capacity magazine 
cuts down loading time which, says 
the company, is instant and jam- 
proof. It handles up to 11 by 17 inch 
sheets, comes with a calibrated paper 
guide and retails for $14.95. Swing- 
line, Inc., Long Island City, N. Y. 

Circle N-20 on Reader Service Card 


A Parcel post scale 


The Hanson model 1515 parcel 
post scale has a capacity of 50 Ibs. 
and is calibrated in two-ounce units. 
Postage for all zones up to 50 Ibs. 
is computed on the 8 inch, glass 
covered dial. The platform is 7 
inches square, the overall dimen- 
sions 8 by 714 by 10 inches. Hanson 
Scale Co., Northbrook, III. 

Circle N-22 on Reader Service Card 


4 Desk dolly 


Steel desks can be relocated by 
one man using the Desk Dolly, a 
lightweight mobile jack. Approxi- 
mately 35 pounds of force are 
needed to raise the desk with the 
unit welded frame; the handle is 
removed to allow the desk to be 
rolled on ball bearing swivel casters 
down narrow passages. S & G Enter- 
prises, Inc., 7050 N. 76th St., Mil- 
waukee, Wisc. 

Circle N-23 on Reader Service Card 


a Copying machine 

A new copy machine, recently in- 
troduced at the OEMI Business 
Equipment Exposition, operates on 
an automatic diffusion transfer 
principle to copy any original up to 
11 inches wide at the rate of four 
copies per minute. The unit auto- 
matically turns itself on when an 
original is fed into it, makes ex- 
posure, adjusts itself to the length 
of the original, trims the positive, 
and delivers the developed print flat 
and dry. The machine will be mar- 
keted by the following companies 
and their subsidiaries: Ozalid Div., 
General Aniline and Film Corp., 
Johnson City, N. Y.; Anken Chem- 
ical & Film Corp., Newton, N. J.; 
Photek, Inc., A Subsidiary of Tex- 
tron, Inc., Providence, R. I. 

Circle N-24 on Reader Service Card 


& Typewriter pad 

Machine noise is reduced when 
supported by sound absorbent pad. 
The Ace Lite pad has a 14-inch cor- 
rugated rubber top on a 34-inch 
sponge rubber base. The top layer 
of the pad is available in black, 
maroon, gray, green, red, and blue. 
Ace Lite Step Co., 1708 S. State St., 
Chicago 16. 

Circle N-25 on Reader Service Card 
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Oftset plate-maker 7 


A machine which automatically 
produces low-cost paper offset plates 
in 60 seconds from almost any 
printed material, and enlarges or 
reduces size, has been developed by 
Robertson Photo -mechanix, Inc. 
Called “Electricon,” it employs a 
dry, daylight electrostatic process 
of producing paper offset masters. 
Cost is about 25 cents for each 10 
by 15 inch size in daily production 
of 100 plates. Three models han- 
dling sizes from 814 by I1 to 17 by 
22 inches are available at prices 
from $6,500 to $11,000, f.0.b. Chi- 
cago. Robertson Photo-mechanix, 
Inc., 7440 Lawrence Ave., Chicago 
31. 


Circle N-26 on Reader Service Card 


4 Typewriter cleaner 


Typewriter faces can be cleaned 
without extensive preparation with 
Britetype sticks. By squeezing the 
stick a cleaning wick is saturated 
with a dirt dissolving liquid that 
enables the user to wipe type faces 
clean. Perry-Sherwood Corp., 255 
Park Ave., South, New York 10. 

Circle N-28 on Reader Service Card 
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4q Automatic copier 


The Arcor Automatic Copier now 
enables offices to make their own 
glossy prints. Sharp enough for half- 
tone use, these glossies can be pro- 
duced in 10 seconds each at a cost 
of less than 10 cents in paper, says 
Arcor. The machine can deliver dry 
positive prints from negative film, 
negatives from film, photostats, 
translucent masters and lithograph 
proofs. For general office use, it is 
designed to copy anything from any 
color. The Arcor stands approxi- 
mately three feet in height and sells 
for $1,995. Burton Mount Corp., 
New Hyde Park, N. Y. 


Circle N-27 on Reader Service Card 


For more information about any 
product circle corresponding num- 
ber on reader service card inside 
back cover. 


4 Tab card file 

An eight-drawer “Cross-File”’ 
makes 86,000 tabulating cards ac- 
cessible to a seated operator. Tilt- 
ing “wobble blocks” make the face 
of a card visible at the flip of the 
finger. The rear tray and all draw- 
ers of the 39-inch-high file can be 
easily reached. Shaw-Walker, Mus- 
kegon, Mich. 

Circle N-29 on Reader Service Card 


q Dictating machine 

The Rex Recorder's roll tape 
“tear-off” indexing system spots 
changes so accurately, says the com- 
pany, that single words may be 
picked up instantaneously. Conse- 
quently, changes and insertions on 
letters can be found more quickly, 
saving time and money. The Rex 
Recorder retails for $295.00. Amer- 
ican Dictating Machine Co., Inc., 
51 W. 45th St., New York 36. 

Circle N-30 on Reader Service Card 
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MAIL ROOM EQUIPMENT 


Onell i ee: Sa 


Addressing, collating, folding, inserting, postage, and related 


By JOHN M. SINE 

THE DAILY mail has been likened 
to a plasma that each morning fills 
the arteries of the company with 
new life. The terminal of this en- 
ergy, the mail room, is often taken 
for granted until it falters or sags 
beneath the burden of malfunction 
and neglect. ‘““Where’s the mail?” is 
a cry quickly echoed through the 
inactive halls of a company whose 
primary communications has stop- 
ped. 

Like other departments of an or- 
ganization, the mail room is a 
source of spending. It is conse- 
quently a source of savings. To 
discover the policies and mail room 
practices of a large number of com- 
panies, and to uncover areas of po- 
tential savings, the National Office 
Management Association surveyed 
more than 1,300 business, indus- 
trial, and service organizations 
throughout the United States and 
Canada. The results are not dra- 
matic, but they indicate that the 
mail room can be a bright spot in a 
business when managed with effici- 
ency and dispatch. 

Jet air travel and a Post Office 
that is streamlining its major plants 
are making it possible for compan- 
ies to coordinate their mailings with 
plane and train schedules. Although 
only 18 per cent of the NOMA sur- 
vey respondents indicated that they 
did coordinate their schedules with 
those of the Post Office, it has been 
suggested that many more compan- 
ies could profit by such practice. A 
discussion with your local post- 
master might reveal methods of 
gaining hours and days for import- 


ant delivery by adjusting arbitrary 
pick-up and delivery schedules in 
your office. 

The person directly responsible 
for mail room activities in 46 per 
cent of the companies questioned is 
the office manager. A department 
head is the person responsible for 
the mail room in 21 per cent of the 
companies, an office services man- 
ager in 13 per cent, and individuals 
of other titles hold responsible mail 
room positions in 20 per cent of the 
responding organizations. 

“About 63 per cent of the com- 
panies conduct periodic checks in 
all departments to determine if de- 
sirable mailing procedures and stan- 
dards are being maintained,” 
NOMA reported. Periodic instruc- 
tion on mail room procedures and 
postal regulations are given to mail 
room employees in 85 per cent of 
the firms surveyed, and 96 per cent 
of the respondents attempt to con- 
tro] postage costs by emphasizing 
the use of the correct amount of 
postage. Considering the variable 
factors such as the number of small 
companies who do not need the 
procedures of larger companies for 
efficient mail handling, the survey 
shows a positive effort by manage- 
ment to keep the mailroom oper- 
ating at peak eciency. 

“Who should open incoming 
mail?” In 63 per cent of the res- 
ponding companies that job_ is 
handled by the mail room staff. 
Among the remaining companies 12 
per cent open the mail in each de- 
partment, 9 per cent have the mail 
opened by individual secretaries, 
and 5 per cent let the addressee 


open the mail. The remaining 13 
per cent follow various plans. In 
97 per cent of the companies ques- 
tioned mail that is marked “person- 
al” is delivered directly to the ad- 
dlressee for opening. Incoming mail 
is date-stamped by 72 per cent of 
the organizations surveyed. Com- 
plete results of the mail room sur- 
vey can be obtained from the Na- 
tional Office Management Associa- 
tion, Willow Grove, Pa. 

At the Union Carbide Corp.. 
current winner of Administrative 
Management's “Othce of the Year 
Award,” the mail room is an ex- 
ample of controlled handling of 
mail in large volumes. An average 
of 450,000 pieces of mail go in and 
out of the Union Carbide mail 
room a month, according to W. W. 
Genthner, head of mail room activi- 
ties. 

Located on the 12th floor of the 
52-story building, the mail room is 
a terminal for an automatic con- 
veyor system that distributes mail 
throughout the building. At 8 a.m. 
on a typically busy day the first of 
approximately 60 bags of mail ar- 
rive at the Union Carbide. It is 
quickly sorted by as many as seven 
men and sent to each floor by the 
conveyor on half-hour schedules. By 
10:30 the morning mail has been 
distributed. Although a single floor 
does not receive all of its mail at 
one time, enough is supplied to be- 
gin the day's activity; substantial 
amounts arrive soon after initial 
distribution. Specific departments 
and individuals are serviced by 
local mailrooms staffed by clerks 
who distribute and collect mail 
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through the conveyor system. Local 
mail rooms are in direct contact 
with the central mail room by an 
intercom system. There are four or 
five pick-ups per day that net as 
many as 26 bags of outgoing mail. 
Each mail bucket that is sent 
through the conveyor sv '°2m_ is 
noted on a chart specially designed 
for the job. In this way Genthner 
knows at what time a specific floor 
received mail and if it was “urgent” 
material such as teletype messages. 
The Union Carbide mail room is 
not elaborate, it is equipped to do 
the job without fail. Equally res- 
ponsible for the activity that keeps 
Union Carbide communications 
alive are the realistic standards that 
clarify operating procedure. Al- 
though the company maintains rig- 
id schedules, its mail room can yield 
adequately to unpredictable de- 
mands. 

The following list briefly des- 
cribes equipment most commonly 
found in mail room operations. De- 
scriptions are necessarily incom- 
plete; for more information circle 
or write the appropriate number on 
the reader service card inside the 
back cover. 


Addressing equipment 
T-1 A. B. Dick Co., 5700 W. 
Touhy Ave., Chicago 31. Company 
manufactures the Model 910 Video- 
graph that prints address labels by 
an electrostatic process at the rate 
of 130,000 per hour from magnetic 
tape, punched paper tape, or di- 
rectly from a computer. A tape 
reader-buffer edits and eliminates 
non-print addresses, stores the print- 
ing information, and transmits the 
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Electronic  palaiade from = Aenea Multigraph print facsimile amagee on tape. 


data to the printer. The Video- 
graph printing unit converts the 
digital codes from the buffer into 
signals that produce five - line, 
sprocket punched, address labels. 
The labels are then applied to mail- 
ing pieces by afixing equipment. 


Circle T-1 on Reader Service Card 


T-2. Addressograph - Multigraph 
Corp., 1200 Babbitt Rd., Cleveland 
17. Company markets a complete 
line of electronic facsimile printers, 
transfer printers, and addressing 
equipment using embossed metal 
plates. The variations in each line 
of machines are too numerous for 
listing. The following is a brief de- 
scription of major models. 

A-M ELECTRONIC FACSIMILE 
PRINTERS transcribe information 
from 80- or 90-column punched 
cards on which alpha-numeric data 
have been typewritten or otherwise 
imprinted with Gothic type faces. 
The master cards are scanned photo- 
electrically; light signals generated 
are converted to electrical impulses, 
then amplified to energize electrical 
printing elements which produce 
facsimile images of the scanned 
letters and numerals on mailing 
tape, transfer master, and other con- 
tinuous forms. Up to 10,000 four- 
line name and address units can be 
written per hour. 

Mopet 851 produces four-line 
labels, 74 inch wide, for use on 
automatic mailing machines. Model 
852 has a town-marking device. 


For more information about any 
system circle corresponding num- 
ber on reader service card inside 
back cover. 


Mopet 855 produces labels or, 
mail tape in duplicate, to provide 
for a vault or proof list as a_by- 
product of addressing. 

Mopet 860 prints various types 
of documents, bills, checks, and 
continuous forms in a variety of 
sizes from either rolls or fanfold 


packs. 


A-M TRANSFER PRINTERS, CLAss 
830 are used in conjunction with 
A-M electronic printers to transfer 
print unit forms from a continuous 
master by application of heat and 
pressure. 

Mope 830 prints from a single 
roll of serially imaged master tape 
that may contain over 7,000 name 
and data units. Forms from 3 by 5 
inches to 12 by 15 inches may be fed 
singly or automatically at speeds of 
5,500 to 9,500 per hour. 

Mopbev 831 operates from a verti- 
cally imaged continuous form trans- 
fer master prepared by tabulator, 
typewriter, bookkeeping machine, 
adding machine or pencil. Enve- 
lopes, checks or broadsides are auto- 
matically fed at speeds of 7,200 per 
hour by suction or friction feeders. 

Mover 835 can transfer print 
simultaneously on both sides of a 
post card, bill, or similar document 
from two masters. 

ADDRESSOGRAPH MACHINES, man- 
ually or electrically operated, use 
coded and embossed metal plates to 
print information, by pressure, on 
a specially prepared ribbon. Several 
models (Class 30, Class 100, Class 
200) are operated by depressing an 
impression arm. Class 900 is electri- 
cally operated and controlled by 
keyboard or foot pedal. Class 1900, 
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the most versatile of Addressograph 
machines, writes, prints, makes car- 
bon copies, and lists in several 
forms. Pre-classified information 
can be selected without sorting the 
metal plates or disturbing filing se- 
quence. Class 2000 has a 3-drawer 
capacity receiving hopper. 

SPEEDAUMAT addressing machines 
utilize embossed metal plates 
notched at the top for automatic 
selection. Changes and corrections 
are made by embossing over old 
type. Machines print through an 
inked ribbon in much the same 
manner as Addressograph equip- 
ment. 

Crass 50 SPEEDAUMAT addresser 
is a simple manual unit for single 
plate addressing; model 600 is also 
a manually operated machine, but 
plates are fed automatically from 
a magazine. The model 600 can 
make 1,000 to 1,500 impressions per 
hour. 

Crass 2600 SPEFDAUMAT can be 
fed by hand at the rate of 2,000 to 
3,500 impressions per hour or it can 
be equipped with an automatic fric- 
tion feeder that automatically feeds 
and addresses letters, envelopes, 
broadsides, cards, etc. Plates and 
forms can be loaded continuously 
while the machine is in operation; 
production ranges from 4,000 to 
7,000 impressions per hour. Other 
attachments to increase the utility 
of the 2600 are: a mailer strip 
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Cheshire “E” applies preaddressed labels. 


lister, selector, counter and skipper. 
Model 2605, equipped with a selec- 
tor, prints desired names according 
to as many as 24 classifications and 
automatically skips those names not 
desired. The strip lister has an auto- 
matic town marker. 

Mopet 4100 SpEEDAUMAT  pro- 
duces three imprinted strips on a 
single run. Two of the strips are 
3 inches wide and automatically 
wound and rewound after imprint- 
ing; the third strip, 434 inches wide, 
is automatically cut in sheets 15 
inches long. Expired plates are auto- 
matically separated. 

Mopet 4300 SPEEDAUMAT auto- 
matically feeds paper from blank 
roll, imprints mailing address, re- 
turn address corner card, and postal 
indicia through a ribbon, marks for 
route separation and cuts to any 
wrapper size up to 18 by 23 inches. 


Circle T-2 on Reader Service Card 
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Addressograph-Multigraph’s $30 Transfer Printer uses tape from an A-M facsimile unit. 


T-3) Cheshire, Inc., 1644 N. Hon- 
ore, Chicago 22. Firm manufactures 
machine that applies preaddressed 
labels to lightweight printed pieces 
in sizes from 314 by 51% inches to 
11 by 141% inches, and thicknesses 
up to 3/16 inch, at controllable 
speeds from 4,500 to 16,000 per 
hour. 

Mopet E applies all types of pre- 
addressed labels from continuous 
pack form, roll strip, and cut or 
individual labels. A combination 
rotary labeling head will apply both 
wide and narrow tape strips. Pieces 
can be continuously fed into the 
machine from an adjustable vacuum 
hopper. Labels and glue can be re- 
plenished without machine inter- 
ruption. 


Circle T-3 on Reader Service Card 


T-4 Dashew Business Machines, 
Inc., 3655 Lenawee Ave., Los An- 
geles 16. Company recently an- 
nounced a transfer process address- 
ing machine which imprints directly 
from 3 by 5 master cards. The master 
cards, or Dashamasters, are coated 
with a medium that gives a black 
imprint and will not rub off when 
being handled. Master cards may be 
typewritten or written with ball 
point pen. The manually operated 
machine will address 3,500 pieces of 
mail per hour; electric models ad- 
dress 5,400 pieces per hour. 


Circle T-4 on Reader Service Card 


T-5 Elliott Industries, Inc., 143 
Albany St., Cambridge 34, Mass. 
Firm markets Elliott addressing ma- 
chines that use master stencils set 
in flexible, lightweight frames, to 
address a variety of pieces. Stencils 
are cut on any typewriter with a 
platen clamp attachment. For large 
volume mailing lists, special attach- 
ments are available that enable a 
typist to make from 1,000 to 2,500 
address cards in a day. Stencils are 
guaranteed for 10,000 impressions. 

Mopet 1250 automatically feeds 
envelopes up to 10 inches in length 
and ejects them in one turn of the 
hand crank. When attached to the 
Elliott electric table it addresses up 
to 5,400 forms per hour. Unit fea- 
tures tray loading, a_tube-loaded 
ink reservoir, and a transcript roll 
attachment that prints addresses on 
plain or gummed tape. 

Mopet 808 is a manual desk-top 
addresser weighing 27 pounds and 
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With Scriptomatic methods your customer record 
cards serve also as your address masters. Scriptomatic 
represents the perfect marriage of punch-card proc- 
essing and addressing equipment. No other addressing 
system combines such data-writing versatility and 
production economy. 


Want Flexibility? Your Scriptomatic Machine will 
selectively address, skip, sort, and count your lists, 
without disturbing file sequence. 


Want Simplicity? Any typist can prepare your master 
on an electric typewriter. Scriptomatic addressing ma- 


Model 10 
SCRIPTOMATIC, INC., 1107 Vine Street, Philadeiphia 7, Pa. / Modern Addressing-Data Writing Machines and Methods 
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Model 101 


(Circle No. 41 on Reader Inquiry Card) 


chines print at high speeds directly to almost any size 
or shape mailing piece. 


Want Economy? Use card masters instead of stencils 
or plates. Save time typing masters. Eliminate dupli- 
cate lists. Cut filing space requirements by 75%. Get 
automatic in-filing, segregation and counting as by- 
products of your addressing runs. 


Look into the Scriptomatic model that fits your re- 
quirements. Request detailed data and case histories 
in your field today. Your inquiry will be promptly 


processed. 8100 


Model 301 Hand Addresser Card Writer Filing Equipment 
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Elliott’s model 1250A stencil addresser. 


capable of addressing 800 pieces per 
hour. A stencil cabinet of similar 
design is also available. 

Mopet 1250A is a newly styled, 
self-contained electric version of the 
1250 that measures 26 inches in 
length, 18 inches in height, and 12 
inches in width. Automatic opera- 
tion can be switched to hand feed- 
ing for outsized pieces. Machine 
addresses approximately 2,500 pieces 
per hour. Attachments include a 
dater, 3 by 5 card feeder, repeater, 
and counter. 

Mopev 3000 Senior is an upright 
machine that uses any of the five 
stencil sizes and may be equipped 
with more than 70 special purpose 
attachments. Stencils are tray-loaded 
and unloaded in lots of 250 or 350; 
ink supply is stored in a sealed reser- 
voir and feeds out as required; 
material is addressed face-up jn view 
of the operator. Among the attach- 
ments available is a dick strip im- 
printer, a sheet feed attachment, 
form printing attachment, and an 
automatic expirator that purges in- 
active stencils from the file as a 
by-product of an addressing run. 

Mopet 3001 is a smaller version 
of the 3000 that operates at speeds 
up to 4,200 impressions an hour. 

Mopet 5500, a non-selective ma- 
chine for large volume mailings, 
handles a variety of pieces, from 
3 by 5-inch cards and labels to over- 
sized broadsides, envelopes and pub- 
lications. Stencils are tray-loaded, 
350 at a time; automatic ink reser- 
voir is tube-loaded; maximum print- 
ing speed is approximately 12,000 
per hour. 

Mopet G-EW gives fully auto- 
matic, selective addressing of 3 by 6 
inch cards or 9 by 12-inch bulky 
items. Unit can be adapted to im- 
print dick strip or make sheet list- 


ings. The selective device senses 
holes punched into stencil margin 
and electronically instructs — the 
printing head to imprint selected 
stencils while by-passing others. 


Circle T-5 on Reader Service Card 


T-6 Farrington Mfg. Co., Need- 
ham Heights 94, Mass. Company 
manufactures a line of addressing 
machines that use a light alloy plate 
that prints through an inked ribbon 
to the form or mailing piece. Plates 
are available in two sizes: 2RT with 
a capacity of 7 lines, 38 characters 
per line; 3RT with a 9-line capac- 
ity, 46 characters per line. 

Mopet 250 is a desk-top hand- 
operated unit designed for printing 
of individual plates on hand-fed 
forms. The plates print through a 
ribbon that moves with each print- 
ing action; the platen can be fixed 
to delete sections of the plate not 
required for printing. 

Mopet 330 is a manually oper- 
ated printer of the desk-type that 
automatically feeds each plate for 
printing or rejection. Variable in- 
formation can be printed by a 
number of data channels that con- 
tain loose type, lino slugs, or line 
blocks. Plates are re-filed in the same 
order after printing. Among several 
optional features is a listing attach- 
ment. 

Mopet 450 electrically powered 
printer automatically feeds maga- 
zine-loaded plates for continuous 
operation. A selector panel enables 
a required category of plates to be 
printed automatically. Plates are re- 
filed in correct sequence. Automatic 
listing is obtained with a precision 
cut lister. The machine can be fitted 
with numerous optional attach- 
ments, one of which provides vari- 
able data. 


Circle T-6 on Reader Service Card 


Master Addresser’s hand addressing unit. 


T-7 Master Addresser Co., 6500 
West Lake St., Minneapolis 26, 
Minn. Company manufactures desk- 
top addressing equipment that em- 
ploys the spirit transfer process. 
Paper masters are prepared in a 
typewriter (masters are available 
with four address slips to a sheet 
with carbon attached) , and approx- 
imately one hundred can be placed 
in the machine at one time. The 
moistening roll moistens and moves 
the envelope into printing position 
automatically with each pull of the 
handic. Cards are automatically re- 
filed in proper sequence. A foot- 
operated model is also available. 
Circle T-7 on Reader Service Card 


T-8 Nettle Mfg. Co., 27 Hunting- 
ton Ave., Boston 16. The Model 600 
A-DRESS-R manual desk-top ad- 
dressing machine uses metal plates 
that print through a ribbon that 
winds and reverses automatically. 
Sweep of stamping arm automatic- 
ally feeds and positions the plate 
from a magazine with a 150-plate 
capacity. 
Circle T-8 on Reader Service Card 
T-9 Nord Photocopy & Electron- 
ics Corp., 300 Denton Ave., New 
Hyde Park, N. Y. Firm recently 
introduced the Nordamatic Ad- 
dresser that uses a stencil that can 
be made on a typewriter. The ma- 
chine is capable of obtaining more 
than 100,000 impressions from a 
stencil and can print 120 addresses 
a minute. The electric machine re- 
stacks stencils in order. 
Circle T-9 on Reader Service Card 


T-10 Rex - Rotary Distributing 
Corp., 387 Park Ave. South, New 
York 16. The Listax addressing ma- 
chine is a self-contained unit that 
employs metal plates to address 
hand-fed material. The machine is 
available with foot or electrical 
drive and can be equipped with a 
form lister, dater, and tag holder. 
Addressing plates are coded to al- 
low operator to skip an address if 
necessarv. Each tray holds 100 
plates that are automatically re- 
filed at the end of the run. 
Circle T-10 on Reader Service Card 


T-11 Royal McBee Corp., Data 
Processing Div., Port Chester, N. Y. 
Company markets the McBee Hand- 
printer, a portable spirit-type hand 
duplicator that uses an_ original 
record (ledger card, contract or Key- 
sort card) as the duplicating master. 
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Over 100 reproductions can be ob- 
tained from one master. 


Circle T-11 on Reader Service Card 


T-12 Scriptomatic, Inc., 11th and 
Vine Sts., Philadelphia 7. Firm 
makes four basic models of an ad- 
dressing machine that uses master 
record cards (accounts receivable, 
punched cards, etc.) to imprint di- 
rectly on mailing pieces or list. 
Master cards are typed using a 
transfer paper roll attachment that 
leaves a chemical impression en the 
back of the card. The master is then 
applied either automatically or 
manually to the mailing piece or 


tape in the presence of solvent and | 


the image is transferred. For light 
mailing jobs, a Scriptomatic hand 
addressing kit includes masters, car- 
bon hinges, spare parts, and a 
chrome plated hand addresser. 
Mopbev 10 prints as fast as copy 


material is presented, ejects and 
stacks. Material from 3 by 5 inches 


to 11 by 1334 inches can be auto- | 


matically fed with an additional 
feeder attachment. Selective address- 
ing can be obtained with the addi- 
tion of a selector attachment. A tape 
lister for the model 10 has recently 
been announced that prints a five- 
line name and address (or other 
data) directly from master to a 
tape. The tape lister can be inter- 


changed simply, and provides an | 


end of town marking device. 


Mopbev 101 has tape listing and 
bulk feeding attachments, friction 
feeder, and can also be equipped 
with a suction feeder. Operating 


from master cards, it can be fed | 


automatically or by an operator 
using a foot pedal. Model 101-S has 
electronic selective controls that en- 
able the operator to print, skip, 
sort, and count according to the 
program developed. 


Mopet 301 prints from master 
punched cards to a 7%-inch-wide 


mailing tape at the rate of 30,000 | 


to 40,000 five-line addresses per 
hour. The tape is punched, ad- 
dressed, and rewound in sequence. 
Town marking is also provided. 


Circle T-12 on Reader Service Card 


For more information about any 
Product circle corresponding num- 
ber on reader service card inside 
back cover. 
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Working for you 
or against you? 


Checked your mailing scale 
lately? If it’s worn, weak or stiff, it 
may be working against you. 

By overweighing! An 
unnecessary extra four cents 
postage on as few as ten letters 
a day runs into a hundred dollars 
a year—wasted! 

By underweighing! Mail that 
arrives “Postage Due” can 
antagonize your customers and 
prospects. Or may be returned for 
you to pay the postage due. 

An honest and accurate mail 
scale soon pays for itself in any 


office! 


MAILING SCALES 


Made by the originator of the postage meter 


... 139 offices in U.S. and Canada 


Pitney-Bowes 


Pitney-Bowes scales are precision 
weighing instruments. The automatic 
mechanism doesn’t deteriorate with 
use, stays accurate year after year. 
Markings are big, and easy to read. 
The quick-acting hairline indicator 
shows the exact postage required. 
Mailing is faster and easier. And 
you're sure every piece of mail has 
the right postage. 

PB has seven scale models. One 
has an international postage chart, 
for foreign mail. One is for parcel 
post, with 70 Ib. capacity. There’s a 
little beam scale for the smallest 
office. Ask the nearest Pitney-Bowes 
office about the right scale for you. 
Or send the coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart of postal rates, 
with parcel post map and zone finder. 


PiTtNeEY-Bowes, INc. 
2987 Walnut Street 
Stamford, Conn. 


Send free booklet DF rate chart J 


Name 


Address — 


(Circle No. 36 on Reader Inquiry Card) 
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TOOLS BOF THE ‘OFFICE 


Scriptomatic 301 imprints mailing tapes. 


T-13 Weber Marking Systems, 
Inc., Mount Prospect, It. Firm 
manufactures a desk-top label ad- 
dressing machine, manual and elec- 
tric, using stencils. Unit prints, 
counts, cuts to size desired, num- 
bers, and stacks labels from a roll 
form. 
Circle T-13 on Reader Service Card 


Collators 


T-14 Addressograph - Multigraph 
Corp., 1200 Babbitt Rd., Cleveland 
17. Firm markets the Multigraph 
Accra-Feed Collator; Model 650 
operates from a 50-pocket rotary 
drum, each pocket having a_ 100- 
sheet capacity. Machine is equipped 
with vacuum feeder, a sheet counter 
and a book counter, plus automatic 
controls that reject blank or double 
sheets. Unit will feed paper in 
weights ranging from 13- to 110- 
pound index bristol. 


Circle T-14 on Reader Service Card 


@. nad 


The Multigraph Accra Feed Collator 650. 


70 


T-15 Automated Business Ma- 
chines Corp., P.O. Box 1819, 
Rochester 4, N.Y. Firm markets a 
line of Cutler collating machines 
for nesting or straight collating. 
Available with four to sixteen sta- 
tions, in increments of two, the 
Cutler coltator accepts sheets from 
31% by 5 inches to 9 by 13 inches. 
A special attachment adapts the 
collator for stitching. The ABM 
collator gathers, nests and collates 
single or double sheets, signatures, 
folders, in one operation in any 
sequence. 


Circle T-15 on Reader Service Card 


T-16 Farrington Mfg. Co., Need- 
ham Heights 94, Mass. Company 
makes several models of a vertical 
collator that may be combined with 
stitching and folding equipment. 

The basic 4 or 5 station vertical 
collator operates on a suction prin- 
ciple to gather sheets up to 11 by 17 
inches in size at the rate of 4,500 
per hour. The collated material is 
automatically jogged and deposited 
criss-cross in an oscillating delivery 
tray. An electrical detection system 
stops the machine automatically if 
a sheet is missed or a double 
pick-up is made. Both 4 and 5 
station vertical collators can be 
equipped with a conveyor and 
stitcher head that binds and de- 
posits each set criss-cross. 

THE BOOKLETEER is a_ vertical 
collator with conveyor, two stitcher 
heads, and a detachable folding ma- 
chine that produces booklet folds, 
letter folds, or accordion folds in 
paper sizes up to 11 by 17 inches. 
The folder can be used separately 
if desired. The 4-station Bookleteer 
delivers 16-page booklets, 814 by 11 
inches, at the rate of 4,500 booklets 


The Desk-Top Gatherer from Farrington. 


per hour. Vertical collators and 
Bookleteers are available in models 
having 4 to 20 stations that will 
handle sheet sizes up to Il by 17 
inches. 

THE Desk-Tor GATHERER col- 
lates 814 by Il-inch sheets in sets 
of six at the rate of 120 sheets per 
minute. 

Circle T-16 on Reader Service Card 


T-17 General Binding Corp., 
Northbrook, Ill. Company makes a 
line of collating equipment from 
desk-top models to more complex 
equipment. The desk-top model has 
6 bins and will accept paper 814 by 
11 inches. In the larger floor models 
there are 10, 12, 16, 20 and 30-bin 
machines that accept sheet sizes 
from 514 by 81% to 14 by 21 inches. 
The speed of floor machines can be 
regulated to suit operating needs. 

Mopet. 150 has 15 bins for heavy 
duty collating, stapling, and stack- 
ing. Bins can be loaded while ma- 
chine is in operation, and have a 
capacity 134 inches of paper. Sheet 
sizes can run to 814 by 14 inches. 
Stapler and offset stacker are inte- 
grated in the machine. A switch can 
criss-cross or pile stacked, stapled, or 
unstapled sets. 

Mopet. CSS collating machine 
collates, staples, and stacks both 
letter and legal size papers at speeds 
up to 12,000 sheets per hour. Model 
CSS is available in 10, 12 and 16-bin 
models. 

Circle T-17 on Reader Service Card 


T-18 Halverson Products Co., Inc., 
1051 N. Paulina Ave., Chicago 22. 
Model 8E electric automatic colla- 
tor produces 2,300 8-sheet collated 


Model 8E collator from Halverson Prod. 
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American 


Type 
Founders 
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JUNE 1961 


a . This profitable offset department 


can be YOURS 


For less than a dollar per working hour, you can pur- 
chase a complete ATF offset department, including: 
press, camera, darkroom sink, negative layout table, 
platemaker, and utility table. If you have some 
seldom-used equipment to trade in, chances are you 
will need little or no down payment. 

Or you can lease the complete “‘package”’—or any 
part of it—without trading in any equipment or 
making a down payment. 


Either way, you get brand new equipment—and 
only what you need—on the easiest terms. You can 
pay as you go and make a profit as well. 

Heart of this plan is the ATF Chief 15, the small 
press with the big press features...the press which 
has been chosen by over 1500 professional printers. 
You can see this press and the related “package” 
equipment in operation at your nearest ATF Branch 
Office; or your ATF Representative will supply full 
details, including a folder, “How to Set Up for Off- 
set,” which outlines various plans and choices of 
equipment. If you prefer, use the coupon below. 


Glut 


ATF Type Faces used in this advertisement: heads, Craw Clarendon; 
text, Bodoni Book; coupon, News Gothic Condensed. 


American Type Founders, Dept. B 
200 Elmora Avenue, Elizabeth, N. J. 


I’m interested in your “Offset Package Plans” on a (1) purchase 
D lease basis. 


Name __Title 


Company 


Street and Number 


City Zone State 
(If you have trade-in equipment, list descriptions, models, serial numbers) 
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TOOLS §OF THE OFFICE] 


sets per hour of sizes up to 814 by 
14 inches. Stations not in use can 
be shut off individually. Height is 
57 inches, width 48 inches; machine 
operates on 14 hp motor. 

Circle T-18 on Reader Service Card 


T-19 Macey Co., 1385 Enterprise 
Ave., Cleveland 35. Company manu- 
factures a line of collators with four 
to 16 stations, capable of handling 
material from 3 by 5 inches to 12 
by 17 inches, depending upon the 
model. Combined with Stitch-A- 
Fold units, the machines can stitch 
and fold booklets in one operation. 
Circle T-19 on Reader Service Card 


T-20 Thomas Collators, Inc., 100 
Church St., New York 7. Company 
manufactures a complete line of 
electric automatic and mechanical 
collators. 

Mopet G6E is a 6-sheet desk-top 
collator that holds one inch of 814 
by 11-inch paper per bin. 

The line of floor collators in- 
cludes 8, 10, 16, 20, and 32-sheet 
models of the front-feeding type. 
Model RDI1O in this series is a 
10-sheet mode] that holds 214 inches 
of paper per bin and is capable of 
handling forms from 4 by 5 inches 
up to 20 by 17 inches. Model RT32 
is a 32-sheet model that holds 114 
inches of paper per bin and is ca- 
pable of handling forms from 4 by 
5 inches to 20 by 17 inches. 

Mopet 12-1 GATHERMATIC is a 
12-station collator for sheets 11 by 


Tandem 32-sheet model by Thomas. 


14 inches down to 3 by 5 inches, 
equipped with criss-crosser to sepa- 
rate collated sets. Miss and double 
detectors, counter and station elimi- 
nator included. Model 12-1S_ is 
a similar machine that is also 
equipped with a single-head auto- 
matic stapler with a 12-sheet ca- 
pacity. 

Mopet 50-1 RoromMatTic is a 
motor driven 50-sheet collator that 
automatically gathers and assembles 
up to 50 sheets per set at a rate of 
25,000 sheets per hour. Machine is 
equipped with a miss and double 
detector that stops the machine 
when an error occurs, a set counter, 
and an offset stacker on a receding 
platform. Model 50-1S is similar to 
the above model with the addition 
of an automatic dual-headed stitcher 
with a 50-sheet capacity. The unit 
stitches and then stacks the finished 
sets. 


Circle T-20 on Reader Service Card 
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The Macey collator with Stitch-A-Fold has a speed range up to 4200 cycles an hour. 


Folding and inserting 
machines 


T-21 A. B. Dick Co., 5700 W. 
Touhy Ave., Chicago 48. Firm man- 
ufactures a model 57 electric fold- 
ing machine. Choice of standard 
folds is facilitated by a “Quick-Set” 
chart; calibrated scales mark setting 
and adjustments. Loading is con- 
tinuous for automatic feeding of 
uncoated or coated paper stocks 
from 16 to 36 pounds. Collated sets 
up to six sheets of 20-pound paper 
can also be folded. 


Circle T-21 on Reader Service Card 


A. B. Dick electric folding machine. 


T-22 Baumfolder Diw., Bell & 
Howell Co., 1540 Wood St., Phila- 
delphia 2. Company manulactures 
a complete line of folding machines 
that will accommodate sheet sizes 
from 14 by 20 inches up to 44 by 58 
inches. Baumfolders are equipped 
for friction or suction feed opera- 
tion. The Moly-Roller Baumfolder 
soon to be introduced is said to have 
lighter roller pressure, no marking 
of paper by rollers, faster roller sur- 
face speed, pin-point registration, 
and greater machine reliability. 
Circle T-22 on Reader Service Card 


T-23 Davidson Corp., 29 Ryerson 
St., Brooklyn 5, N. Y. Firm markets 
two models of the Embee desk top 
folding machine: Model 230 han- 
dles sheets up to 914 by 18 inches; 
Model 360 will handle sizes up to 
1334 by 27 inches. Both models 
operate at speeds up to 12,000 sheets 
per hour. Attachments will allow 
scoring, slitting, or perforation si- 
multaneously with any four basic 
folds or variations. 
Circle T-23 on Reader Service Card 


T-24 EnMail Machine Corp., 30 


Park Ave., New York 16. The Ev 
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Davidson Embee 360 folding machine. 


Mail enveloping and mailing ma- 
chine has the following capabilities: 
continuous automatic operation ol 
paper gathering (feeding and col- 
lating); folding, nesting, and en- 
veloping contents in a_self-manu- 
factured envelope, with or without 
window and with or without glas- 
sine or cellophane patch over win- 
dow; printing corner card, postage 
indicia, and any other matter in any 
place on front or back of envelope; 
sealing, counting; detection of 
multifeed or misfeed and stacking, 
and with standard accessory affixing 
stamps or postage metering. Ma- 
chine has 6 stations including one 
sheet feeder for letterheads and one 
station for address card. Additional 
stations can be added or eliminated 
if required. 


Circle T-24 On Reader Service Card 


T-25 I'riden, Inc., San Leandro, 
Calif. Company markets the Friden- 
Ertma mail inserter that automati- 
cally gathers as many as eight 
inserts, stuffs them into envelope, 
seals, counts, and stacks the enve- 
lopes in one operation. A knife-feed 
station can be adjusted to insert 
from one to three punched cards at 
one time in any form. For cycle 
billing operations that require a 
variable number of inserts, the ma- 
chine can be equipped with an open 
feed station. Stations from one to 
eight can be added as required. 
The advance feed system is vacuum- 
controlled. 


Circle T-25 On Reader Service Card 


1-26 Heyer, Inc., 1850 S. Kostner 
Ave., Chicago 23. The company 
manufactures an electric model and 
a hand-operated folder. 

Move. EF-1] Conqueror electric 


JUNE 1961 


This 
machine 
can unplug 
your 
mailroom 
bottleneck 
Once 


and for 
all 


This is the Friden-Ertma Mail In- 
serter. Controlled by a single oper- 
ator, it automatically gathers up to 
eight enclosures (including punched 
cards), inserts them into envelopes, 
then seals, counts and stacks the en- 
velopes—all in one swift operation. 


The Friden-Ertma is extremely flex- 
ible—you purchase your machine 
with the exact number of stations 
you now require, add more (up to 
a total of eight) as you need them. 
Installation is easy as plugging in 
a lamp. Set-up, loading and job 
changeover are quick and simple, 
require no tools whatsoever. 


(Circle No. 19 on Reader Inquiry Card) 


Special open feed station available 
for cycle billing and similar appli- 
cations. For complete information, 
call your Friden Man. Or write: 
Friden, Inc., San Leandro, Calif. 


THIS IS PRACTIMATION: auto- 
mation so hand-in-hand with prac- 
ticality there can be no other word 
for it. 


tiden 


Sales, Service and Instruction Throughout the U.S. and World 
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ANOTHER WASSELL PRODUCT 


— 


32 PAGES OF ANSWERS: 
TO HIGH CLERICAL COSTS 


Here is the story of the new 

Wassell Work Organizer prin- 

ciple of filing — full of ideas and 

examples of how major firms are 

using Wassell filing systems to 
save time and dollars. 


WASSELL ORGANIZATION, INC. 


WESTPORT, CONNECTICUT 


eg = 


LOOK AT ALL THREE 


You'll find these exclusive advan- 
tages in Wassell Visible Sig-Na-Lok: 
eSuperior accuracy because signals 
lock in place — won't cause mistakes. 
@Quicker alphabetical changes — because 
pockets snap out, snap in. 
e@Longer pocket life because pockets are 
bound full width — never tear. 


Wassell Visible Sig-Na-Lok streamlines 
your records on inventories, mainten- 
ance schedules, personnel. 


WASSELL ORGANIZATION, INC. 


WESTPORT, CONNECTICUT 


x 


HOW TO KNOW IT AL 


Versatile Produc-Trol can give 
immediate and complete 
information on almost every 
phase of production. 

No recourse to files is 
needed; with Produc-Trol 

all the factors of efficient 
production are scheduled 
before your eyes 


ie 


WASSELL ORGANIZATION, INC. 
PRescenpe yc? WESTPORT, CONNECTICUT 
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folder automatically feeds and folds 
sheets up to 9 by 17 inches in size. 
There are two quick-set fold con- 
trols adjacent to folding diagrams 
and instructions. A feed tension 
control assures non-skip feeding of 
light, medium, coarse, glossy, or 
heavy paper. 

MopbeE. HF-! has all the features 
of the electrically driven folder 
with the exception of the auto- 
matic electric drive. 

Circle T-26 on Reader Service Card 


T-27. Lansdale Products Corp., 
Lansdale, Pa. Company markets 
the Faltex automatic electric fold- 
ing machine that makes eight dif- 
ferent folds, and scores, perforates, 
and opens letters with optional de- 
vices. Machine will accept sheets up 
to 954 by 14 inches and feed them 
automatically. Weight is approxi- 
mately 50 pounds. 
Circle T-27 on Reader Service Card 


T-28 Martin Yale, Inc., 2100 W. 
Fulton St., Chicago 12. Firm mar- 
kets the Auto Folder CV electric 
folding machine. Unit weighs 35 
pounds, has a fully automatic feed 
tray for continuous operation, and 
takes sizes up to 914 by 151% inches. 
A folding chart gives instructions 
for seven popular folds. 

The Auto-Folder “Seventeen” 
electric folding machine will handle 
10-pound onionskin as well as 120- 


pound ledger stock in sizes up to 14 
by 24 inches. An accessory bar can 
be equipped with perforating, scor- 
ing, and slitting attachments. Auto- 
matic feeding mechanism allows 
continuous operation, 


Circle T-28 on Reader Service Card 


Model “Seventeen” folder from Martin- 
Yale will handle 10-pound onionskin. 


The Friden-Ertma mail inserter automatically gathers, seals, counts, and stacks. 
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Monroe Calculating Machine plant at Bristol, Virginia, covers 200,000 square feet, employs 1,400 people, uses about 
430,000 kilowatt hours of electricity per month. Monroe's room-to-grow site includes 33 acres. 


Employees Are Young, Learn Quickly, 


Turnover is Under 1% 
Says Monroe Calculating Machine Co. of its plant 


inVIRGINIA 


When Monroe Calculating Machine Company, Division of 
Litton Industries, chose Bristol, Virginia, for its new plant, 
eyebrows were raised at the thought of unskilled labor pro- 
ducing complex business machines. But from the very start, 
manpower has been one of the plant’s greatest assets. These 
young, vigorous Virginians learn quickly, via on-the-job 
training, and efficiently operate screw machines, drill presses, 
milling machines, cutting machines and machine tools of 
all kinds. 


Easily trained through use of on-the-job apprentice 


system, Monroe’s Virginia employees are highly pro- Monroe’s Virginia employees are conscientious, dependable 
ductive. Nearby Washington County Technical School and happy with their work, as indicated by a turnover of 
is excellent source for young technical workers. less than 1%. These men and women average 28 to 35 years 


of age, live within a 15 to 20 mile radius of the plant. Absen- 
teeism is low. Employees take pride in their work. 

Is Monroe satisfied with its Virginia location? Best proof 
is that five years after opening the plant, they nearly doubled 
its size. Employment and production have tripled. And 
instead of just one product, the Virginia plant now manu- 
factures a wide variety of calculators, adding and. accounting 
machines, and data processing equipment. 

Let us tell you more about the high productivity, the 
dependability of people in Virginia . . . and about the many 
other advantages offered by this state. In confidence, phone, 
wire or write . 


. 
h! 
a 
3 

: 
¥ 


DR 


Cc. M. NICHOLSON, JR., Commissioner 
Division of Industrial Development and Planning 


‘ Virginia Dept. of Conservation 
Monroe’s 5-Acre Park, with swimming pool for 


employees, is also made available to churches or civic and Economic Development 

groups for special occasions. Employees enjoy recrea- Room 803-AM, State Office Bldg., Richmond 19, Va. 
tion. Monroe is known as good neighbor to the Phone: MIlton 4-4111, Ext. 2255 
community. 


You, too,can find these...and many 
other great competitive advantages in 


RG ny 


+a wonderful place 
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NO 
OTHER 


PAPER CUTTER 
Ry curr 
$0 WELL 


TO SELL 
so LOW 


neta nny lin 


the precision Paper Cutter 


4 ey a * ¥. =; | 
ee: Phe st 

a SIZES 14” & 18" 
€20/2" MICHAEL) 


FOR OFFICE, BOOKKEEPING & 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 

companies, industrial organizations, stationers, 

photo finishers, small printers, lettershops, 

mimeograph, offset shops, advertising agencies, 

schools, colleges, churches. 

Order from your dealer or 

MICHAEL LITH sales corp. 

145 West 45th Street, New York 36, N. Y. 
j @ Dealer: Write For Profitable Sales Plan. 


See our other advertisement on Page 78 
(Circle No. 27 on Reader Inquiry Card) 


MODERN AS 
a, AUTOMATION 


BBB INSTANT INDEXING 


of catalogs, card files, 
ledgers, price lists, 


directories 
SUPERIOR— Lf ° 
oe tes 


Index the neat and easy way with 
Superior-Tabbies. Pressure-sensitive, they 
require no cutting, no moistening, attach 
to any surface, including acetate. Avail- 
able in packaged sets or on rolls for fast, 
easy use. Choose from many stock sets, 
make your own with Type-Ons or Insert- 
ables, or order your special set at reason- 
able cost. Full range of color choices 
for edging. 


See your stationer or write for catalog 


surenion— Dah fio, 


900 N. FRANKLIN ST., CHICAGO 10, ILL. 
(Circle No. 44 on Reader Inquiry Card) 
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TOOLS §OF THE OFFICE] 


T-29 Phillipsburg Div., Bell & 
Howell Co., 14 E. Jackson Blwvd., 
Chicago 4. Company manufactures 
three models of the Phillipsburg 
Inserter, a machine that gathers 
enclosures in any predetermined 
order, opens envelope flaps, inserts 
enclosures, moistens, closes, and seals 
envelopes, imprints postage and 
other indicia, counts and stacks up 


to 6,000 pieces per hour in one con- 
tinuous operation. There is a choice 
of 2 to 8 enclosure stations, op- 
tional attachments for punch cards, 
and an open feed station. 

THE ExpepirER Mopet takes 
material up to 914 by 6 inches with 
flaps up to 134 inches; MAstTer- 
MAILER model handles envelopes up 
to 9 by 12 inches in size; CATALOGER 
model is designed for mailing up to 
1314x 91% inches with flaps up to 
3 inches. 


Circle T-29 on Reader Service Card 


Phillipsburg inserters from Bell & Howell can process up to 6,000 pieces an hour. 


ADMINISTRATIVE MANAGEMENT 
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T-30 Pitney-Bowes, Inc., 2906 Wal- 
nut St., Stamford, Conn. Firm makes 
two models of a folding machine 
and a folding and inserting ma- 
chine. 

Move. FH-AF electric desk-top 
folding machine weighs 26 pounds 
and makes eight different folds from 
sheets 334 by 314 inches to 814 by 
14 inches in size. Sheets are stacked 
in hopper and automatically fed 
and folded at speeds up to 6,000 
per hour. 

Mopet FM folding machine folds 
sheets up to 11 by 24 inches in size 
at speeds up to 19,000 per hour, 
depending on size of paper. Dupli- 
cating, bond, ledger, and _ book | 
paper stocks in weights from 16 to | 
36 Ibs. can be handled. | 

Mope. 3300-FH folding and in- | 
serting machine will stuff one enclo- | 

| 
| 


sure at a time into envelopes up to| 
6 inches deep by 914 inches wide. 

Size of enclosures after folding: 

from 514 by 21% inches to 87% by 
5Y inches. The folding machine | 
detaches from the inserting machine | 
to make routine insertions of mate- | 
rial that does not require folding. | 
A conversion kit will adapt any | 
model folding machine for inserting. | 


Circle T-30 on Reader Service Card 


T-31 Print-O-Matic Co., Inc., 724 
W. Washington Blud., Chicago 6. 
Model FH-5C Fold-O-Matic ma-| 
chine folds sheets up to 9 by 18 
inches, and up to 6 stapled sheets 
of 20-pound paper. The machine has | 
automatic feed for continuous oper- 
ation, and can score, perforate, or 
slit simultaneously. It is designed | 
for use with the “Cross-Folder,” a 
supplementary unit that gives two 
right angle plus two horizontal 
folds when placed at a right angle 
to model FH-5C machine. 

Mopet FH-5HDN Fo.p-O-Maric 
is designed for volume folding; it 
slits, perforates, scores and folds in 
continuous operation. 


Circle T-31 on Reader Service Card 


Pitney -Bowes 
FOLDERS & INSERTERS 


nels 


Made by the originator of 
the postage meter... 


The Fold-O-Matic from Print-O-Matic. 139 offices in U.S. and Canada. 


JUNE 1961 


Set in seconds, the 


small, portable FH Folding Machine 


> 2 OS eS a ee cee 
Be a eG . ee 


can fold up to 80 letters a 


minute. Disposes of a drudgery 


job, saves time, boosts 
morale. Costs less than 
a standard typewriter! 


Easy to use! Set it by moving 
two knobs on the inch scales to 
fold sizes wanted. Makes eight 
basic folds. Has semi-automatic 
feed. Handles standard papers, 
from 3 by 3 to 8% by 14 inches. 
Big aid in correspondence. Light, 
portable, one FH can work for 
several departments. And 
it can be attached to 

Pitney-Bowes Model 

3300 Inserting Machine 
for folding and inserting 
at the same time. 
Ask any Pitney-Bowes office 
for a demonstration, without 
obligation. Or send coupon for 
free illustrated booklet. 


FREE: Handy desk or wall chart 
of postal rates, with parcel 
post map and zone finder. 


i, ———— 


PitNeyY-BoweEs, INC. 
2906 Walnut Street 
Stamford, Conn. 


Send free (| booklet on PB Folding and 
Inserting Machines (2 postal rate chart. 


Name 


Address 


oCorcrcrerr’” rr” 
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+o, 


fe en 


Avoid 
Losses! 


Avoid 
unexpected 
troubles! 


15 day 
free ‘ 
trial 


2 MODELS: 
2MM — 11 shre 
1MM — 22 shre 


Thinnest shreds of any office paper 
shredder! Simple to operate — 
Convenient removable bin. 


Write for illustrated brochure describing 
full application of office paper shredders. 


* MICHAEL LITH sates corp. 


145 West 45th Street, New York 36, N. Y. 
® Dealer: Write For Profitable Sales Plan. 


See our other advertisement on Page 76 
(Circle No. 28 on Reader Inquiry Card) 


Sit without Sticking 
BEVCO offers 


VENTHATION- 


e More Comfort 


e Longer Wear 


e Higher Quality 
Lower Cost 


e Less Main- 
tenance 


—* 
tai 

Fade » Proof 
Tip 37 


If it’s BEVCO a 
It’s the Best Posture Swivel 
6 Adjustments 
Coat and Hat Racks 


1” tubular steel 
Mirror bright Chrome 


oe 
36” Double Rack ae 45 


BEVCO Precision Mfg. 
831 Chicago Ave, Dinte, Hl. 
(Circle No. 6 on Reader Inquiry Card) 
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Opening and sealing 
machines 


T-32 Better Packages, Inc., 252 
Canal St., Shelton, Conn. The 555 
touch-button electric gummed tape 
machine delivers heated gummed 
tape in a length selected by pushing 
a button indicator. Length selector 
scales are available from 6 to 36 
inches or from 15 to 45 inches. 


Circle T-32 on Reader Service Card 


Button tape machines by Better Packages. 


T-33 The Bircher Co., Inc., 192 
Mill St., Rochester 14, N. Y. Firm 
markets four electric and two man- 
ual desk-top letter openers in the 
Lightning line. Model A-9 auto- 
matic Lightning letter opener will 
open mail up to 14-inch thick at 
speeds up to 500 letters per minute. 
There are two models of the Light- 
ning mail sealer: model M, electric 
automatic sealer; model K_ hand 
driven unit. 


Circle T-33 on Reader Service Card 


T-34 Friden, Inc., San Leandro, 
Calif. The multiSealer electric en- 
velope sealer weighs 31 pounds and 
has an adjustable pressure water 
feed that assures constant, uniform 
flow of water. The multiOpener is 
an electric envelope opener that 
feeds, opens, and stacks any size 
envelope. Rotating cutting blades 
are made of carbon steel and are 
self-sharpening. 
Circle T-34 on Reader Service Card 


T-35 Hamilton Specialties, Inc., 
148 Old Colony Ave., Wollaston 70, 
Mass. The Dandy envelope sealer, 
model 60, seals up to 200 envelopes 
per minute automatically. 


Circle T-35 on Reader Service Cord 


Premier Auto-Opener from Martin-Yale. 


T-36 Martin Yale, Inc., 2100 W. 
Fulton St., Chicago 12. The Premier 
Auto-Opener is electrically operated 
at speeds up to 400 envelopes per 
minute. Unit has fully enclosed 
cutting heads. 

Circle T-36 on Reader Service Card 


1-37 E. W. Pike & Co., Inc., 711 
Pennsylvania Ave., Elizabeth, N. J. 
Company manufacturers a_ sealer 
that & operated by moisteming en- 
velope flap on a brush wick. 

Circle T-37 on Reader Service Card 


T-38 . Pitney-Bowes, Inc., 2964 
Walnut St., Stamford, Conn. Model 
LH is a hand operated letter opener 
with a cutting width of 123% inches. 
Unit weighs 7 lbs., 14 oz. Model 
LA opener takes mail of varying 
sizes and automatically feeds it 
through cutting knives and into the 
stacking hopper. Machine operates 
at a speed of over 500 letters a min- 
ute; weight is 36 Ibs. Model LE is 
a hand-fed electric model similar to 
the model LA. 
Circle T-38 on Reader Service Card 


E CARBON SETS 


MAXIMUM - 
EFFICIENCY | 


THE LETTEREX CORPORATION 
Washington 24, D. C. 
‘(a division of Allied Paper Corporation) 


(Circle No. 25 on Reader Inquiry Card) 


ADMINISTRATIVE MANAGEMENT 
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T-39 Pres-To-Line Corp. of Amer- 
ica, 2045 Rosecrans Ave., Gardena, 
Calif. The Magic Mailer seals en- 
velopes one at a time as they are 
hand-fed through the machine; en- 
velopes can be opened by pulling 
them through a side attachment. 
Circle T-39 on Reader Service Card 


T40 The Redman Co., 6028 N. 
Cicero Ave., Chicago 46. Firm mar- 
kets the “Wombat” electric en- 
velope opener. 

Circle T-40 on Reader Service Card 


T-41 Seal-O-Matic Dispenser Corp., 
169 Murray St., Newark, N. J. Com- 
pany makes a line of gummed tape 
dispensers. 

Circle T-41 on Reader Service Card 
1-42 Speed-O-Print Corp., 1801 W. 
Larchmont Ave., Chicago 13. The 
Executive electric mail opener is a 
hand-fed unit that opens envelopes 
of any size or thickness. Unit has 
adjustable trim cut. 

Circle T-42 on Reader Service Card 


1-43 Standard Duplicating Ma- 
chines Corp., Everett 49, Mass. 
Model G is a hand-operated sealing 
machine that automatically feeds 
envelopes with a turn of the crank. 
Model R is a motor driven version 
of model G that also takes enve- 
lopes up to 7 inches in width by 
any length. 

Circle T-43 on Reader Service Card 
1-44 Zip-O-Riter Products, 3875 
Carland St., Wheat Ridge, Colo. 
Firm manutactures a kit for hand 
addressing using a spirit-type mecha- 
nism. 


Circle T-44 on Reader Service Card 


Postage machines 
1-45  Pitney-Bowes, Inc., 2969 Wal- 
nut St., Stamford, Conn. Company 
manulactures a variety of postage 
metering machines that will also 
seal envelopes and supply gummed 
tape for metering packages. 

Monet DM is a desk-top manual 
postage meter 6 inches high with 
base dimensions of 614 by 91% 
inches. It handles any size or shape 
of envelope, prints postage tape for 
parcel post, moistens envelope flap 
for sealing, and prints optional 
postmark advertising. 

Mover 4150 operates either RT 
or RF omni-denomination postage 
meters: R'T meter prints any amount 
of postage from 14 cent to $1; 
Model RF prints any amount from 
Yo cent to $9.9914 in a single stamp. 


JUNE 1961 


a a 


Both meters can be set to dispense 
$9,999.99 or less. Meter registers 
show credit balance of postage on 
hand, cumulative total of postage 
used, and the number of pieces 
mailed. Letters are fed by hand, 
sealed, postmarked, meter stamped, 
and counted in one operation. Pro- 
vision is made for printing the hour 
of mailing, and special postal in- 
scriptions; simple adjustment pro- 
duces gummed postage tape. 
Mopev 4250 is similar in function 
and capabilities to the model 4150 
for the exception of an automatic 
letter feeding device that processes 
letters at the rate of 150 per minute. 


The Dandy sealer by Hamilton Specialties. 


For more information about any 
product circle corresponding num- 
ber on reader service card inside 
back cover. 
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New 50-Station Collator pays for itself in a year! 


No empty claim! 94 recent installations prove it over and over 
again! Manhours saved, overtime eliminated pay the way for 
Thomas’ new Rotomatic. This, together with other performance- 
proved facts, turns the assembling of duplicated sheets into sets 
from a time-eater to a profitable worksaver. In versatility, speed, 
accuracy and compactness, none can compare, You’re your own 
best judge — write for more information. 


¢ Accurately collates, counts and staggers 25,000 sheets per hour 
... Stitches at a slightly lower rate. Occupies only 17% square 


feet of floor space. 


e Exclusive pushbutton programmer permits different collating 
jobs to be run at the same time. 


- 


e Loads in less than 7 


minutes . 


. . no vacuum systems or fans to 


adjust, no need to compensate for weights or finishes of stock. 


e Handles sheet sizes from 74” x 8” to 11” x 14” in almost every 
weight and finish. Foolproof miss and double detector stops 
machine instantly, preventing errors in finished sets. 


$¢/- THOMAS COLLATOR INDUSTRIES, INC, 


wee 


(Circle No. 46 no Reader Inquiry Card) 


A subsidiary of Thomas Collators Inc. 
Dept. E4, 100 CHURCH STREET, NEW YORK 7,N. Y. 
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COSTLY RE-DRAFTING 0; 


STO ORGANIZATION CHARTS 


ME 
The COFFIELD Vi 
EVERLASTING ‘ 


Interchangeable 


ORGANIZATION 
CHART 


A typist, a typewriter and typing paper are all you 
need | te keep your chart up to date. It’s that simple! 


ELECTRO- MOTIVE DIVISION ‘. 
, Genenat MOTORS ConrenaTion 


" 
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Sizes to Fit Any Organization Structure 

Eliminates All Costly Drafting 

Photographs for Sharp Prints 

Invaluable as a Visual Training Aid 

All Parts Are Movable and Re-usable 

Solves Your Chart Problem Forever 

Write rt My 16-Page age omens 
h Price Schedule No. A 


MANAGEMENT CONTROL CHARTS co. 


1731 N. WELLS S CHICAGO 14, ILL. 
(Circle No. ie on Reader Inquiry Card) 
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WASTE PAPER SHREDDER 


Quickly shreds newspapers, magazines, 
waste paper, corrugated cartons, etc., 
into uniform resilient strands ideal for 
packing purposes. Especially adapted to 
shredding confidential records, blueprints, 
etc. Built in 5 sizes: 200 to 3,600 lb. per 
hour. 


+ 


. eC ical, safe. All revolving parts 

are covered. Instantly adjustable. Shreds \%,” 

to %”. Designed for continuous and trouble- 
free service. 

' 5% 
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FREE TRIAL 
Operate a SHRED ALL 30 days. If 
not satisfied—return—owe nothing. 


UNIVERSAL SHREDDER COMPANY 


SAGINAW, MICHIGAN 
(Circle No. 47 on Reader Inquiry Card) 


TOOLS OF THE OFFICE 


Model 5400 mailing unit by Pitney-Bowes. 


Mopbet 4350 Master mailing ma- 
chine has the characteristics men- 
tioned under model 4150 with the 
addition of an automatic letter 
feeding device that allows letters to 
be sealed, postmarked, — meter- 
stamped and counted at the speed 
of 11,000 per hour. Unit handles 
envelopes from 5 inches to 1514 
inches in length, 314 inches and up 
in width, and 3% inch in thickness. 
A control lever dispenses tape, wet 
or dry. 

Mopet 5300 omni-denomination 
postage meter operates on the model 
5400 mailing machine; prints post- 
age in any amount from 1% cent to 
1.0914 in a single impression. Flip 
of a button gives choice of printing 
postage alone or with postmark 
advertisement. A switch omits the 
date for third class matter. Dates 
are changed easily, without tools. 

Mopet 5400 mailing machine is 
an electric desk-top unit that gives 
a choice of postage denominations 
from 14 cent to $9.9914 (will oper- 
ate with model 5300 postage meter) . 
The machine seals, stamps anc 
stacks letter mail in one operation, 
and can issue wet or dry meter 
stamps for packages. Dates are 
changed by turning a dial. For auto- 
matic feeding of letters, an optional 
feeder (model 5450) can be added. 

Mopbet 6800 postage meter ma- 
chine operates model RT omni- 
denomination postage meter. Let- 
ters are fed by hand, sealed, meter- 
stamped, postmarked and counted 
in one operation. A gummed post- 
age tape can also be produced. 


Circle T-45 on Reader Service Card 


T-46 Tele-Norm Corp., 55 W. 
42nd St., New York 36. Firm mar- 
kets the Postalia postage meter 
manufactured in West Germany 
and approved for leasing by the 
Post Office Department. It weighs 
five pounds and operates by hand 
to print directly on packages and 
envelopes. The meter prints post- 
age up to $9.99, as well as the day, 
month, year, city, and state; adver- 
tising message is interchangeable. 
An ascending counter provides cu- 
mulative total of postage used; the 
descending counter indicates un- 
used portion of pre-paid postage 
from $10 to $9,990. Ink is supplied 
by a tube and inking is automatic; 
a safety key locks the meter. The 
portable meter can be snapped into 
a manually operated machine that 
also seals letters, or it can be used 
in conjunction with an electrically 
driven unit that automatically feeds, 
stamps, seals, and stacks letters at 
the rate of 6,000 per hour. 
Circle T-46 on Reader Service Card 


The Postalia postage meter by Tele-Norm. 


Postage scales 


The following list of postal scale 
manufacturers is coded according 
to the size or capacity of models 
sold: 

S—Small, or scales with a capacity 
of 5 pounds or less. 

M—Medium, or scales with ca- 
pacities from 5 to 70 pounds. 

L—Large, or scales with a capacity 
over 70 pounds. 

SP—Special scales with unusual 
hardware. 

Borg-Evickson Corp., 1133 N. 
Kilbourn Ave., Chicago 5. (SM) 


B-T Co., Inc., 121 N. Broad- 
way, Milwaukee 2, Wisc. (S) 


Detecto Scales, Inc., 540 Park 
Ave., Brooklyn 5, N. Y. (SM) 


ADMINISTRATIVE MANAGEMENT 
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Friden, Inc., San Leandro, 
Calif. (S,M) 
Hamilton Specialties, Inc., 


148 Old Colony Ave., Wollaston, 
Mass. (S) 

Hanson Scale Co., 1777 Sher- 
mer Rd., Northbrook, Ill. (S,M) 

Howe Scale Co., Rutland, Vt. 
(S) 

IDL Mfg. & Sales Corp., 401 
Broadway, New York. (S,M) 

Pelouze Mfg. Co., 1218 Chi- 
cago Ave., Evanston, Ill. (SM) 

Pitney-Bowes, Inc., 2989 
Walnut St., Stamford, Conn. (S,M) 

Triner Scale & Mfg. Co., 
2714 W. 2/st St., Chicago 8. (S,M, 
LSP) 


Pitney-Bowes 3740 parcel post scale. 
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Numbering machines 


Following each manufacturer of 
numbering equipment are codes to 
denote the types of equipment 
made: 

N—Numbering machines of the 
manual type. 

NI—Numbering machines of the 
manual self-inking type. 

NE—Electric numbering ma- 
chines. 

EP—Electric 


Perforating 
chines. 


ma- 


American Bank Equipment 


Co., 5408 Jefferson 
phia. (EP) 


Bates electric numbering machines. 


Which one cost 
half as much to label? 


The envelope that was labeled by the Cheshire Model E ! 
That’s because the Model E applies up to 16,000 labels per hour. 
Compact... and easy to operate, too! Applies all types of labels 
(wide-strip, narrow-strip, continuous pack form, cut or indi- 
vidual labels). Just as efficient for small postcards and enve- 
lopes . . . or middle-sized pamphlets and brochures... as for 
larger magazines, catalogs and quarterfold tabloids. 


CHESHIRE 


INCORPORATED 


descriptive brochure. 


The Cheshire Model E. 


Write for 


Dept. AM-6, 1644 N. Honore Street, Chicago 22, Illinois 
(Circle No. 9 on Reader Inquiry Card) 
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TOOLS §OF THE OFFICE] 


American Numbering Ma- 
chine Co., Atlantic & Shepherd 
Ave., Brooklyn, N. Y. (N, NI) 

Bates Mfg. Co., 63 Vesey Si.. 
New York 7. (N,NI,NE) 


Douglas Homs Co., 1314 
Rollins Rd., Burlingame, Calif. 
(N,NI) 

Pitney- Bowes, Inc., 2964 


Walnut St., Stamford, Conn. (NE) 
Weber Marking Systems, 215 


E. Prospect Ave., Mount Prospect, 


Ill. (N,NI) 


Mail room accessories 


The following companies manu- 


facture mailroom accessories: 
AS—Automatic stapler 
B—Binder 
J—Jogger 
L—Laminator 
LD—Label dispenser 
MB—Mail bag accessories 


MC—Mail carts 
PC—Paper cutter 
PS—Paper shredder 
The Dick Mailer, 137 W. 
Tupper St., Buffalo 1, N. Y. (LD) 
Canvas Products Corp., 19 E. 
McWilliams St., Fond Du_ Lac, 
Wisc. (MB,MC) 
Chesley Industries Inc., 24777 
Telegraph Rd., Detroit 41, (MC) 
W. A. Charnstrom Co., 422 
S. Seventh St., Minneapolis 15, 
(MB,MC) 
Electro-Shred Corp., Leba- 
non, Ohio (PS) 
General Binding Corp., 108 
N. State St., Chicago 2. (L,B) 
Glue Fast Equipment Co., 
Inc., 11 White St., New York 13. 
(LD) 
Halverson Products Co., Inc., 
1051 N. Paulina St., Chicago 22. (J) 
Douglas Homs Co., 1314 
Rollins Rd., Calif. 
(PC) 


Burlingame, 


compare the 
all-new 


DAVIDSON 
DUALITH 
500 


For amazing new efficiency & economy 
in office & business printing 


Now this one compact, superbly styled Davidson Dualith 500 will handle virtually every 
office and business printing requirement. 


For quality and efficiency the new Dualith 500 is unequalled. It delivers up to 8,000 top- 
quality, money-saving impressions per hour...up to 16,000 on “both sides at once” jobs. 


Its operation is quieter, easier and far more convenient. And its increased productivity 
and other cost-saving features will delight the time- and motion-study engineers! 


Add to this its attractive appearance, the smart new decorator colors available and the 


printing flexibility and versatility of the Dualith 500, and we are sure you will agree it’s 


the biggest advance in small offset equipment in more than a decade! Send today for 
colorful brochure. And better yet, see a demonstration! Consult the “Yellow Pages’ for 
the Davidson office nearest you or write directly to 


DAVIDSON CORPORATION 


Subsidiary of Mergenthaler Linotype Company 
29 Ryerson Street, Brooklyn 5, N. Y. 


(Circle No. 11 on Reader Inquiry Card) 
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YEARS AHEAD IN DESIGN—MILES AHEAD IN PERFORMANCE | 


Allen Hollander 
Gerard Ave., New 


Co., 
York 


Inc., 
385 5]. 
(LD) 

Ideal Stencil Machine Co., 
Belleville, Ill. (Stencil machine, LD) 

Industrial Shredder & Cutter 
Co., Salem, Ohio. (PS) 

Marsha Stencil Machine 
Corp., Belleville, Ill. (LD) 

Michael Lith Sales Corp., 143 
W. 45th St., New York 36. (PC, PS) 

Nashua Corp., Nashua, N.H. 
(LD) 

Staplex Co., 777 Fifth Ave., 
Brooklyn, N. Y. (AS) 

Seal-O-Matic Dispenser Corp., 
169 Murray St., Newark 5, N.Y. 
(LD) 

Shredmaster Corp., 384 
Woodcleft| Ave., Freeport, N. Y. 
(PS) 

Syntron Co., Homer City, Pa. 
(J) 

Thomas Collators Inc., 100 
Church St., New York 7. (AS) 

Universal Shredder Co., Sag- 
maw, Mich. (PS) 


Se 
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; a | 
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| Above: mail delivery cart by Charnstrom. | 
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Yours for the Asking | 


BOOKLETS 


Leasing—pros and cons C-1 

To lease or not to lease; that is the question the 
Foundation for Management Research tries to answer 
in the fourth edition of its popular booklet, “The 
Pros and Cons of Equipment Leasing for Smaller Man- 
ufacturers, Department Stores, and Supermarkets.” 
Specific situations where it would be wise or unwise 
to lease equipment are analyzed. Send request to: 
Foundation for Management Research, 121 W. Adams 
St., Chicago 3. 


Preserving employees C-2 

The dangers of having accidents during vacation 
are demonstrated in an eight-page booklet offered by 
the National Safety Council. The council tells how to 
get the most fun out of vacations and still come back 
in one piece. Water Safety, the dangers of over-exertion, 
and special tips for do-it-yourselfers are included. Send 
to: National Safety Council, 425 N. Michigan Ave., 
Chicago, III. 


Better business letters C-3 

The Better Letters Exchange is issuing a check list 
posing ten questions every business man should ask 
himself about his letters. Improving letter skills saves 
dictators’ and stenographers’ time, and reduces letter 
costs. Available from the Better Letters Exchange, 
105 N. State St., Howell, Mich. 


Gold problem C-4 
One of the most threatening fiscal problems we face 
is the ouflow of gold to foreign nations. As a public 
service, the Chase Manhattan Bank is offering copies 
of a speech made on the subject by its president, David 
Rockefeller. Address requests to The Chase Manhattan 
Bank, | Chase Manhattan Plaza, New York 15. 


Photocopy materials and methods C-5 

Anken Chemical & Film Corp., 
Newton, N. J., describes more than 
two dozen photocopy papers and 
films—both negative and positive— 
in the February issue of its Photo- 
copy News and Reproduction Re- 
view. Many special uses for combi- 
nations of these materials are 
charted. 


Company image C-6 

According to Donald F. Carpenter, general manager, 
E. I. du Pont de Nemours Co., good human relation- 
ships are a company’s greatest asset. For a copy of a 
speech on the subject given by Mr. Carpenter before 
a group of southern businessmen, write to the com- 
pany’s public relations department at Wilmington, 
Delaware. 


CATALOGS 


Recorder-Announcers C-7 
Automatic Electric Sales Corp., 
Northlake, Ill. A newly issued cat- 


alog depicts a group of units used 

by telephone companies for play- 
' ing recorded announcements. Auto- 
os matic Recorder-Announcers can be 

used for spot commercials via regu- 

lar telephone lines, playing short 
® agew, messages limited only by the imag- 
ination of the user. 


Compact Storage and retrieval unit C-8 

FMA, Inc., 142 Nevada St., El Segundo, Cal. A de- 
scriptive booklet illustrates the FMA Filesearch, a unit 
designed to store documents on film and provide fast 
accurate retrieval plus an immediate copy of the docu- 
ment, all without removing the information from the 
premises and all automatically. 


Lateral filing 


Co Poe finder 


Cc-9 
‘Tab Products Co., 995 Market St., 
San Francisco, claims that lateral 
filing is the space age’s contribution 
to modern records management. 
The company will send a catalog 
to prove its point, one that shows 
all the attachments needed and the 
various ways to use them. A price 
list is included. 
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Fast collection handling C-10 

Royal McBee Corp., Westchester Ave., Port Chester, 
N. Y. A folder describes the firm’s General Records 
Poster as it’s actually used in a large loan organization. 
This unit records loan collections and creates a cus- 
tomer receipt, a ledger entry and a journal entry, all 
at the same time. 


New office furniture C-11 

Shaw-Walker, Muskegon 44, Mich. The latest con- 
veniences and colors are highlighted in the new “‘Sky- 
line” group of contemporary desks and chairs by Shaw- 
Walker. Color pictures and all the facts are available 
in the Skyline brochure #A-320. 


Furniture leasing C-12 

Invincible Metal Furniture Co., Manitowoc, Wisc. 
A step-by-step plan for leasing Invincible office furni- 
ture is graphically presented in an easy-to-read bro- 
chure. Reasons for leasing office furniture are presented, 
along with the method and terms of leasing. 


Ledger card system C-13 
Marney Sales Div., Rockaway Metal Products Corp., 
41 E. 42nd St., New York 17. A brochure illustrates 
and gives complete specifications for a ledger card 
posting and storage system. Prices are included. 
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PS Os =e BD 8, o_o ny 8) 2, Circle KEY NUMBER on Reader Inquiry Card 


Key 


10 


11 


52 


13 


14 


A 

Acco Products Div. of Natser Corp... 43 
Agency—Geer, DuBois & Co., Inc. 

Acme Visible Records, Inc. ........ 42 
Agency—Cargill, Wilson & Acree, Inc. 
Administrative Management ........ 34 
Allied/ Business Systems ..... 25 
Agency—Hugo Wagenseil & Assoc. Co. 


American Telephone & Telegraph Co., 
Business .e Sales (General) 3 
Agency—N. W. Ayer & Son, Inc. 


American Type Founders, Inc., Busi- 


ness Equipment Div. ............. 71 
Agency—Douglas Turner, Inc. 

B 
i 55 
Agency—Chirurg & Cairns, Inc. 
Bell Telephone System ........... 3 
Agency—N. W. Ayer & Son, Inc. 
Bevco-Precision Mfg. Co. .......... 78 
Agency—Mar- “i Adv. Agy. 
Borroughs Mfg. Co. .............. 56 


eames Aen A ¢ "Spedden Adv. Agy. 


Bruning Co., Inc., Charles . .35, 36, 37, 38 
Agency—Buchen Adv., Inc. 


er en 81 
Agency—Robert W. Deitz & Assoc. 


Curtis Partition Corp. ............ 
Agency—Harold Marshall Adv. Co., Inc. 


Davidson Corp. 
Agency—Hazard Adv. Co., Inc 


Du Pont de Nemours & Co., ony Eg. 4 
| ra 28, 29 
— Barton, Durstine & 
Osborn, Inc. 


Du Pont de Nemours & Co., Inc., E. |. 
(Fabrics Div. “Tontine” Triglas) .... 61 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 


E 


Eagle Pencil Ce. ............. 3rd Cover 
Agency—Shaller-Rubin Co., Inc 


Eastman Kodak Co., Business Photo 
Methods (Verifax Equipment & Sup- 
Ee aera 49 
Agency—J. Walter Thompson Co. 


Eastman Kodak Co., Graphic Repro- 
duction (Ektalith Materials) ........ 
Agency—J. Walter Thompson Co. 
Economics Press, Inc., The ........ 45 
Agency—Black, Little & Co., Inc. 
Employers Overload Co. 
Agency—Art Gruber Assoc. 

Eureka Specialty Printing Co. ...... 85 
Agency—J. K. Assoc., Inc. 


Key 


19 


20 


21 


23 


24 


25 


26 


27 
28 
29 


30 


31 


32 


33 


34 


35 


Page 


F 


I ee aceite ob ae 73 
Agency—Richard N. Meltzer Adv., Inc. 


General Pencil Co. 
Agency—Maxwell 
Bruck, Inc. 
Globe-Wernicke Co., The .......... 17 
Agency—Strauchen & McKim Adv. 
a eee 44 
Agency—Caswell Adv. Agy. 


Sackheim - Franklin 


Hamilton Cosco, Inc. 
Agency—Caldwell, Larkin & Sidener- 
Van Riper, Inc. 


L 
Pee ere 44 
Agency—tThe Biddle Co. 

SOTIOIRN GOOD, THO 5c accceecs 78 


Agency—Ernest S. Johnston Agy. 


Management Control Charts Co. .... 80 
_ Walters & Simmons, 
nc. 


— Lith Sales Corp. (Paper Cut- 
1, A BU nie eS aie 


Michael Lith Sales Corp. (Paper 
_ eRe eS 


Modern Partitions, Inc. 
Agency—Lindeman Adv., Inc 


Moore Business Forms, Inc. 
Agency—N. W. Ayer & Son, Inc. 


National Cash Register Co., The (Busi- 
ae eee 
Agency—McCann-Erickson, Inc. 


National Cash Register Co., The (NCR 
SSIS Sage ee 
Agency—McCann-Erickson, Inc. 


Oxford Filing Supply Co., Inc. ...... 48 
Agency—Kelly,Nason, Inc. 


Ozalid Div. of General Aniline & Film 


orp. 
Agency—Reach, McClinton & Co., Inc. 


P 
at -Bowes, Inc. (Folders & Insert- 
AT E. McGivena & Co., Inc. 


Key 
36 


37 


39 


41 


42 


46 


47 


48 


49 


51 


Page 
Pitney-Bowes, Inc. (Mailing Scales).. 69 
Agency—L. E. McGivena & Co., Inc. 


Quality Park Envelope Co. ........ . 16 
Agency—Craddick Adv. 


R 
Royal McBee Corp., Data Processing 


__ AS ee eee ees 12 
Agency—C. J. La Roche & Co., 

Royal Metal Mfg. Co. ............. 53 
Agency—Chirurg & Cairns, Inc. 

Royal T Co., Div. of —_ 


McBee . Roytype Supplies) . 6 
Agency—Young & Rubicam, Inc. 


Soriptematie, fac. ............200. 67 
Agency—Roland G. E. Ullman Organi- 
zation, Inc. 


Shaw-Walker Co. ............. 4th Cover 
Agency—J. Walter Thompson Co. 
SmithCorona Div. of Smith-Corona * 


SN errr rrr 
Agency—Cunningham & Walsh, Inc. 


Standard Register Co, The ........ 18 
Agency—Don Kemper Co., Inc. 
Superior Tabbies, Inc. ............ 76 
Agency—Harry M. Sturges & Assoc. 

T 
rrr 41 


Agency—Marsteller, Rickard, Geb- 
hardt & Reed, Inc. 


Thomas Collators, Inc. ............ 79 
Agency—Douglas Turner, Inc. 


U 
Universal Shredder Co............. 80 
Agency—Campbell-Williams-Stark Adv. 

V 
eer 19 


Agency—Bruce Angus Adv., Inc 


Virginia Department of Conservation 
& Economic Development .......... 75 
Agency—Houck & Co., Inc. 


WwW 
Wassell Organization, Inc. ......... 74 


—_— Walden & Whitman, 
ne. 


X 


Re orca citi startastiora 2nd Cover 
Agency—Hutchins Adv. Co., Inc. 
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«MASTERPIECE 
. w 
| a portrait of addressing label efficiency 
80 | 


si Here's one masterpiece that gathers no dust. Companies every- 
Vv. where keep Dupli-Snap labels busy speeding their mailings effi- 
ciently. No special equipment needed, and you get up to six copies 


} of your mailing list with a single typing. 
13 Dupli-Snap labels are the carbon-interleaved member of the 
“Dupli-Mail” line . . . a growing family of gummed addressing 
™ labels designed to meet every modern requirement at low cost. 
. 8 


Remember, labels are the key to economy and efficiency in 
mailings. Find out what the ““Dupli-Mail” label system can do for i 
your firm. See your stationer today, or write to Eureka for samples, i 

; 


a” SOEEGA, EUREKA SPECIALTY PRINTING CO. ) 
a id BOX 149, SCRANTON 1, PA. | 


@ ry. M. REG. U.S. PAT. OFF. & CANADA 
ind Cover likin 


(Circle No. 18 on Reader Inquiry Card) 
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RIGHT TO AUTOMATE 


THE MAN pictured on page 13 may soon have a marked effect 
on how management makes use of automation in the future. The 
operative word is may, for as President Kennedy’s director of the 
new Office of Automation and Manpower, Dr. Seymour L. Wolfbein 
has relatively little power to enforce directives. The power he 
commnands will accrue mostly through his ability to recommend 
and persuade. But if he can persuade Congress that what he recom- 
mends makes sense, his powers and his office could grow to ones 
of enormous influence. 


Nothing of what he has outlined so far indicates that Dr. Wollf- 
bein intends to stifle management's natural desire to derive from 
automation its maximum benefits of speed, efficiency, and cost 
reduction. Recognizing, as does Secretary of Labor Arthur J. Gold- 
berg, who appointed him, that automation has brought benefits to 
the economy, Dr. Wolfbein sees his mission as one of retraining 
workers momentarily displaced by this new technology for useful 
roles in other areas of the labor market. Whether this essentially 
constructive aim is changed in time by less worthy recommendations 
restricting management's right to automate, remains to be seen. 
For the moment, at least, the new director only asks for the co- 
operation of management in formulating the very recommendations 
which may one day affect it. 


“[Keeping] our country in front of all the world as a model for 
swift industrial progress [is] a job for every one of us,’’ he has said. 
“Management's role is a vital one, and, depending upon how man- 
agement catches the vision, it can be even more vital in the vears 
to come.” Management, of course, will be watching Dr. Wolfbein’s 
new agency with great interest. And it goes without saying that 
management, along with all segments of American society, stands 
ready to “do for America” in supporting sensible plans to ease the 
inevitable transitions which automation brings. We wish Dr. Wolf- 
bein good luck! 
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910 on wang 913 Green Bice 916 Canary Yellow 919 Sky Blue 
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905 Aquamarine 908 Dark Green 911 Olive Green 914 Cream 917 Yellow Orange 920 Light Green 


902 Ultramarine 


903 True Blue 906 Copenhagen Blue 909 Grass Green 915 Lemon Yellow Vermilion Red 
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Crimson Lake 
, , Carmine a . 
MANUFACTURING DIVISION = ADVERTISING and ART DEPARTMENTS 


Parts Inspection + Production Planning - Ad Layouts and Comps + Package Design $27 Light Flesh 
Pattern Marking - Touching up Small Flaws + Product Design - Flip Charts = . 


ACCOUNTING DEPARTMENT = = ===--—_—s=#PERSONNEL DEPARTMENT 


Marking IBM Cards + Checking Records °. Visual Presentations for Employee Training : ‘ 928 Blush 
_ Identifying Credit items - _ee + Marking Aptitude Tests - Coding Wage ga 
— Dollars from Units ea ae: and Salary Classifications — 
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Pink 


GENERAL OFFICE = Ss ee DRAFTING and TECHNICAL DEPARTMENTS 
Giving Priority to Orders - - Checking . Marking and Correcting Plans and Blue- 
Routing Mail + Filing * Coding by Color , prints + Classifying Materials - Clarifying 
Signatures + Preparing Graph and Charts" Complex Charts and orm é 


SALES DEPARTMENT PURCHASING DEPARTMENT =F 
Area Maps + Distinguishing Monthly and Marking Weights, etc., in Receiving and 
Annual Totals and —_ + Coding of Shipping - Maintaining Maximum- ‘Minimum 
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Shaw- Walker Clutter-Proof Desks 
Eliminate Clutter from Tops and Drawers 


It’s remarkable how a clear desk top and organized drawers 
can give office people a fresh, new outlook on work. And 
that’s exactly what happens when you move in Shaw-Walker’s 
beautiful new Clutter-Proof* Desks. 

The clutter-proof drawers* provide a specific place for fully 
75°, of the things that drift around on other desks. The re- 
sults... clutter-free drawers and a desk top clear of everything 
but current work ...so you get more done—easier. 

Your Shaw-Walkerman can show you how these desks will 
bring both new beauty and greater work accomplishment to 
your office. You’ll find him in the phone book. Or write for 
color brochure “‘Shaw-Walker Skyline.” 


SHAW-WALKER 


Largest Exclusive Makers of Office Equipment 
Muskegon 86, Mich. Representatives Everywhere 


see ' *A marvel of convenience, the “‘clutter-proof”’ drawers eliminate des 
ae top clutter and desk drawer hodgepodge. The ingenious in-drawé 
facilities organize your work and working tools. Even the letter tray! 
and wastebasket are in the drawers. Nothing like this in any other desks 
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